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	Role Profile




	Job Title
	Handyperson

	Directorate or Region
	Kenya
	Department/Country
	Business Support Services Kenya

	Location of post
	Nairobi
	Pay Band
	Pay band 2/J
Salary: Kes  82,770

	Reports to
	Facilities and Administration Manger
	Duration of job
	Indefinite

	Purpose of job:  
To assist the Facilities and Administration Manager and the Resources Assistant with the provision of maintenance services within the British Council office and residences.

This will involve acting as the first point of contact for repair and maintenance issues and ensuring that all identified repairs are logged, prioritised and actioned. This may involve completing the work directly or arranging through the Facilities and Administration Manager for an approved vendor to undertake the work.
To carry out a wide range of minor household repairs and odd jobs in the home and garden to a high standard, in a workmanlike fashion and to the satisfaction of the client.

Context and environment: 
The British Council is the United Kingdom’s international non-profit organization for cultural relations and educational opportunities. For over 75 years, we have created international opportunities and trust between people of the UK and other countries worldwide through our work in the Arts, English, Education and Society. We call this Cultural Relations. We have offices in over 100 countries, and 250 cities. We have been in Kenya since 1947.

The aim of this Business Support Services team is to provide excellent customer service support to staff and ensure strategic management in the areas of Finance, Administration, Human Resources and IT. This key role will support the Facilities and Administration Manager in ensuring that our office and residences are in good working order and that any issues are managed quickly.
S/he will contribute to the development and implementation of a shared vision for the British Council for Kenya. In the context of British Council’s vision, purpose and outcomes to recognise, understand and uphold the British Council’s corporate values: People, Integrity, Mutuality, Creativity and Professionalism and Behaviours: Connecting with others, Working together, Being Accountable, Making it happen, Shaping the future and Creating shared purpose.
S/he will model the values and principles of a collaborative, integrated and mutually supportive team, which is committed to British Council equal opportunity and diversity policy.
Accountabilities, responsibilities and main duties: 
Routine building repairs and maintenance and conducting health and safety checks – to maintain buildings to an acceptable standard. This might include internal decorating, changing light bulbs, unblocking drains, office and household tasks requiring access by ladder and basic repairs. To be responsible for leaving the site clean and tidy, removing debris etc 

To advise on general issues relating to correct functioning of equipment and maintenance, referring to more specialist advisers when requred.

To carry out regular checks and/or tests in accordance with established health and safety procedures.

To visit residences and undertake functional assessments of minor repairs and adaptations by working within a clear professional framework of accountability, competency and responsibility. 
Selection of the most cost effective solution to meet the specified goals and outcomes. Ensure effective product and selection of equipment. Order and obtain materials, equipment and aids necessary to carry out the required work.
To ensure all work is carried out in a safe manner and that Health & Safety Policy is adhered to, including managing risks associated with working in homes with the resident in occupation whilst the work is in progress.
To refer jobs outside the scope of the role to Finance and Administration Manager.
Customer services

To provide each client with client satisfaction survey to enable them to comment on the quality of work carried out and service received.

Purchasing
To order and purchase gas, oil and other suppliers for our residences, including those required for maintenance purposes as and when required. This may involve handling petty cash.

Other
Make use of and maintain personal protective equipment provided by the organisation.
To assist with moving furniture of heavy items in compliance with manual handling procedures.

To maintain a working knowledge of all technologies and processes in order to make technical decisions.
Ensure workspaces and tools are kept clean and tidy and in safe working order, ensure floor 

spaces are clear and kept in safe working order.

Deal with incoming deliveries of equipment and materials and ensure appropriate and safe storage.

Assist in the achievement of overall service objectives. 
Achieve performance targets set by the line manager and work as part of a team to ensure efficient and effective functioning of the service  and ensure service standards are maintained 
Ensure compliance with, and best practice against, relevant legislation, regulation, policies in order to secure organisational performance improvement and increased customer satisfaction.
Ensure compliance with safeguarding responsibilities, and deliver equality of opportunity and diversity. 
Key relationships: (include internal and external) 
Internal

· All operational team members
· Head of Business Support Services, Finance and Administration Manager.
External

· British Council approved vendors
Other important features or requirements of the job 
(e.g. travel, unsocial/evening hours, restrictions on employment etc)
The post requires work involving physical effort and use of maintenance equipment. The post may also involve out of hours and evening work from time to time.

	Please specify any passport/visa and/or nationality requirement.
	None

	Please indicate if any security or legal checks are required 
for this role.
	CRB check required. Police check required and references sought.


Person Specification

	
	Essential 
	Desirable 


	Assessment stage

	Behaviours 
	Being accountable (essential)
Delivering my best work in order to meet my commitments.
Making it happen: (essential)

Delivering clear results for the British Council.

Working together: (essential)

Establishing a genuinely common goal with others.
	Creating shared purpose: (essential)

Communicating an engaging picture of how we can work together.
Connecting with others: (essential)

Making regular opportunities to understand others better.
Shaping the future (essential)

Looking for ways in which we can do things better.


	Interview

	Skills and Knowledge
	Able to carry out maintenance work to a high standard.

Knowledge of plumbing and electrical work.

Able to work flexibly, covering for team members when required.

Able to contribute team objectives and activities.

Take initiative, acting with confidence and working under own direction.

Demonstrate ownership of decisions and actions, seeing things through.

Customer services (level 1)
Communications (level 1)

	
	Short listing and interview

	Experience
	Minimum of five years working as a handyperson or similar support role within a corporate environment.
Building maintenance, or experience of the building trade or extensive experience of home improvement.


	
	Short listing and interview

	Qualifications
	Relevant qualification e.g. City and Guilds.
Ability and willingness to undertake relevant training.
	
	Short listing and interview
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