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Job Description: Workforce Manager
	Post Title: Workforce Manager 
	Post Reference: 
	

	Summary of the Role:

The Labour Manager is directly responsible for the day-to-day labour management of SCL’s direct and indirect maintenance staff, undertaking both maintenance (via the defect reporting procedure) and small works to all of SCL’s contracted properties, ensuring that all work is carried out in compliance with safety standards and national legislation. 

The Workforce Manager must be fully aware of their Health and Safety responsibilities, ensuring that all maintenance work and alterations are carried out in a safe manner in order to avoid any danger to the direct and indirect labour force whilst undertaking the work, as well as users of SCLs contracted sites.

A high level of technical ability/competence is required to manage the skilled workforce and to be able to provide the first line of technical support to all trades.

The Workforce Manager must be able to work and act on his/her own initiative and possess the ability to communicate effectively, in a pleasant manner, with all other members of staff within SCL, as well as users of SCL’s contracted sites.


	Reports to: Senior Estates Manager

	
	Base / Location: Darlington Memorial Hospital, 

Hollyhurst Rd, Darlington DL3 6HX



	Key Responsibilities
	Working Relationships & Contacts

	· Manage the directly employed labour force and contractors undertaking maintenance work.

· Prepare specifications for day-to-day maintenance breakdown/repairs.

· Maintenance and upkeep of maintenance management system to ensure site wide compliance is achieved.

· Diligently manage the allocation of all works to ensure monthly KPIs are achieved

· Carry out AP duties relating to various systems e.g. Water, Confined Space.

· Compliance and operation of the CAFM system (Backtraq/Planon).

· Priority setting and assessment of all maintenance work.

· Determination and measurement of materials and equipment to undertake maintenance.

· Ensure safe systems of work and compliance with safety requirements.

· Interpretation of and setting out new work from drawings, specifications and instructions without supervision.

· Co-ordinate building and engineering works.

· Investigate building defects, conditions and complaints.

· Monitor standards and quality control works.

· Ensure compliance with the SCL’s/Trust Fire and Health & Safety Policies.

· Carry a communication device (pager/mobile/radio) when on duty and on-call to facilitate rapid responses in emergency situations and improved services during normal working hours.
· Carry out sickness absence monitoring for workforce, including maintaining records.
· Participation in the site on call rota

	· Day to day contact with directly managed SCL staff.
· Day to day management of contractors undertaking maintenance work.

· Liaising with clinical staff of all levels

· Liaising with other departments within SCL


	Job Dimensions:

(Problem solving. decision making, impact, resource management including value, working environment, responsible for staff & equipment) 
	Performance Measures and KPIs

	· Frequently involved in dealing with telephone enquiries from difficult clients demanding a service when limited resources are available.

· Investigate building defects, conditions and complaints.

· Must possess a logical approach to labour utilisation and job prioritisation to ensure the safe and continuous delivery of the trusts services. 

· May be exposed to unpleasant environments and situations.

· Must have the ability to deal with public or patients in difficult and/or stressful situations.

· 37.5 hours are currently worked over 5 days: 8.00am – 4.00pm Monday to Friday.

· Flexible working arrangements may be considered in line with SCL’s Policy.

·  reserve the right to alter these arrangements within appropriate negotiated agreements.

· Overtime working will be required from time to time, and the post holder may, on occasions, be asked to return to work to deal with emergency situations that may arise outside of normal working hours.

· Hours worked beyond the normal working week will be paid for at the appropriate overtime rates.

· This job description is not intended to be exhaustive in describing the various areas and aspects of the work relating to this post, it is a requirement of SCL that the post holder will undertake any other works as directed and required, even if not specifically mentioned in this job description.
	· Contribution of data towards the SCL monthly KPIs

· Completion of various HR related measurable function e.g. Staff appraisals, back to work interviews etc.


	Person Specification:

(Please state Essential (E) or Desirable (D)



	Knowledge & Skills:

ESSENTIAL

Requirements necessary for safe and effective performance in the job

•Ability to assess maintenance problems quickly and correct defects with the minimum inconvenience to the user.

•Ability to organise and utilise direct labour force cost-effectively and efficiently.

•Display a good knowledge of health and safety legislation and appreciation of potential hazards that could occur during the carrying out of maintenance work.

•Control the issue of, and maintain, stock levels of materials.

•Ability to plan work sequentially, measure for and take off materials.

•Ability to keep accurate records of attendance, sickness, hours worked, etc.

DESIRABLE

Where available, elements that contribute to improved/immediate performance in the job
•An excellent appreciation of all trade connected with both engineering and building services.

• The co-ordination of all building and engineering trades during the construction process.

• To have completed an engineering biased apprenticeship with an associated HNC/HND qualification.

•A City and Guilds certificate in foremanship studies or equivalent.

•Attendance on a recognized Health and Safety course.

•First Aid certificate.


	Experience

ESSENTIAL

Requirements necessary for safe and effective performance in the job

•Must be well versed in new construction techniques.

•Must have managed building craft operatives.

•Must have undertaken maintenance work in the past

DESIRABLE

Where available, elements that contribute to improved/immediate performance in the job
•Experience in maintenance work, prioritising would be an advantage.

•Experience in plumbing installation and problem resolving would be an advantage
	Qualifications

ESSENTIAL

Requirements necessary for safe and effective performance in the job

•Must have served a craft apprenticeship in the construction industry.

•Craft HNC Certificate 

•Must hold a full current driving license.

•Must have held a supervisory post in the construction industry.
DESIRABLE

Where available, elements that contribute to improved/immediate performance in the job

•A City and Guilds certificate in foremanship studies or equivalent.

•Attendance on a recognized Health and Safety course.

•First Aid certificate.



	Core Behaviours


	· Ability to work as part of a small team to provide a responsive, efficient maintenance service.

· Must be out-going and able to advise and assist customers on the telephone.


· An out-going personality who can communicate with all levels in the organisation.
· Ability to make decisions out of hours in an emergency, and work on own initiative to resolve problems
.

	Leadership Behaviours


	· Must display leadership qualities and support the craft operatives in carrying out their work.
· An out-going personality who can communicate with all levels in the organisation.
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