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	Job Profile
	Maintenance Supervisor 

	Department / Parish / Agency
	Allen Hall

	Reporting to
	Domestic Bursar

	Cost Centre
	FAC

	Location / Address
	Allen Hall Seminary

	Management of
	TBC

	Contract type
	Permanent

	Hours
	8am to 4pm.  35 hours per week, flexibility with regard to hours will be required to meet the needs of our users.

	Salary
	£36,000 per annum

	Job Reference
	831-FAC



Job Purpose:    	
Allen Hall is a Seminary where men are resident and train for the Catholic priesthood. The purpose of this role is to provide general day to day maintenance to ensure that Allen Hall offers a safe, clean environment for the seminarians, staff and users of the building.

Principle duties and responsibilities
· Conduct regular health and safety checks throughout the building including testing of fire alarms, fire equipment, emergency lighting and other H&S checks in accordance with statutory requirements. Then to take a lead on implementing recommendations made in H&S inspection reports.
· Responsible for the basic maintenance, repair, and installation of a range of plumbing and heating systems
· Undertake routine maintenance throughout Allen Hall including painting & decorating, and carpentry
· Tidying and maintaining the garden and external wall areas
· Plan and organise a maintenance schedule and keep a maintenance log
· Respond to email reports of maintenance issues from residents and day staff
· Conduct basic external maintenance, including clearing accessible flat roof areas, gutters and rainwater dispersal systems.
· Liaise in a proactive manner with authorised contractors and tradesmen and be available to supervise their work on site 
· Manages and monitors the inventory of maintenance supplies and equipment
· Move furniture within the building as required including lifting items up stairs
· Setting up chairs and tables for meetings, exams or events
· Order and collect materials from local and online suppliers in order to carry out duties
· Keep workshop and maintenance stores in an orderly and compliant condition.
· Ensure all tools are maintained and kept securely 
· Supporting the domestic staff with delivering the laundry
· Sweep and mop down all staircases including main staircase once a week
· Hoover and mop all corridors and ground floor areas, once a week or more frequently as required
· Supervising the work of the maintenance team
· Meet with the Domestic Bursar weekly to update on works
· Undertake any necessary training required
· Undertake other ad hoc duties as required

Our Values 

Catholic social teaching covers all aspects of life, whether economic, political, personal or spiritual. At the heart of Catholic social teaching are the four ethical values of love, truth, justice, and freedom. 

We are person-centered and so we place human dignity at the heart of all that we do.  We strive to take a holistic approach to the development of our people so that we may better serve the functions of our church. 



Our core values are Competence, Reliability, Honesty, Perseverance and Love

Competence
We strive for excellence by continually developing the knowledge, skills, and expertise needed to best support our parishes, agencies, and schools 

Reliability
We deliver consistent, high-quality service and can be trusted to fulfil our commitments, making a meaningful difference to those we serve. 

Honesty
We act with integrity, fairness, and transparency. We build trust by taking responsibility for our actions, admitting mistakes, and committing to making things right.

Perseverance 
We remain resilient, even in the face of challenges. We are committed to continuous improvement and show determination, tenacity, and integrity in all we do.

Love
We show our love through dedication to our parishes, agencies, and schools. We act with empathy, value one another, celebrate success, and offer care and compassion to those in need
-----------------------------------------------------------------------------------------------------------------------------------------------
Person specification:
This section outlines the things you will need to be able to demonstrate to be a successful in your role.  We expect that you will work to our shared values in everything you do. In addition to our diocesan values, you will also need to be able to demonstrate the following areas.

	Competencies
	Essential/
Desirable 

	Excellent Communication Skills: Able to communicate clearly and effectively, demonstrating kindness and respect towards all people serving the Diocese i.e. employees clergy contractors 
	E

	Excellent Organisational Skills: able to manage multiple deadlines and maintain attention to detail
	E

	Collaborative Teamwork: Proven track record of working effectively in teams, contributing ideas, and supporting others, and building positive relationships while also being able to take initiative and work unsupervised when necessary
	E

	Problem Solving: able to approach challenges creatively and make informed decisions under pressure
	E

	Adaptability and Flexibility-comfortable with change, able to identify challenges and implement thoughtful solutions and adjust to new priorities and processes when needed. 
	E

	Experience
	

	Previous experience in a supervisory or lead role  
	E

	NVQ Level 2 or 3 in plumbing or equivalent (e.g., City & Guilds Level 3 Diploma in plumbing and heating or a completed plumbing apprenticeship.   
	D

	Experience working within a faith-based, non-profit, or charitable organisation
	D

	Technical Skills
	

	Skilled use of power and hand tools
	E

	IT literacy for using job management systems, reporting tools, and maintaining accurate records
	E

	Other Requirements
	

	A willingness to work respectfully in support of the mission, values, and ethos of the Catholic Church
	E

	Ability to demonstrate sensitivity and respect for diverse groups 
	E

	Physically fit with a positive can-do attitude
	E



N.B Allen Hall is a Roman Catholic Seminary where residential students train for the priesthood. The successful candidate will demonstrate behaviour that aligns with the values of this environment and show respect for its Catholic ethos.
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