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	Job Description


 
	
	Property Coordinator (Handyman)

	REPORTING TO
	Senior Property Manager

	RESPONSIBLE FOR 
	
· Support Arc Sites:

1. Undertake various maintenance tasks around the homes with focus on painting. Includes full room decoration and touching up damaged paintwork.

2. Check site are conducting Fire Alarm and Emergency Lighting tests

3. Feedback queries raised by SPM or Facilities Team


	LOCATION
	Hampshire Region



	Job  Purpose



To provide site support in relation to maintenance and compliance. Support for the Senior Property Manager in relation to on site property or compliance issues.
	DUTIES AND RESPONSIBILITIES 



· Provide a service to Community Integrated Care homes ensuring compliance with identified statutory testing and general maintenance activities. 
· Works identified which are beyond the scope of this role need to be communicated to the Property Coordinator ‘Team Leader’ for escalation.
· Carry out day to day maintenance and decoration and report back to the Facilities Helpdesk any issues that require contractor attention.
· Be responsible for the tools and equipment supplied by Community Integrated Care and maintain them in a good and safe condition.  Notifying the line manager and responsibly disposing of damaged tools and equipment as necessary 
· The incumbent is expected to use, operate and store all tools, equipment and materials safely and securely to comply with statutory regulations. 
· Be aware of and adhere to the home security and emergency procedures and develop good working relationships with the staff and children in the homes
· Understand and follow all Community Integrated Care’s standards, policies and procedures to keep the people we support healthy, safe and well.
· Participate in their own development by actively engaging with learning and development process and opportunities including mandatory and best practice training opportunities.

Specific examples of activities to be undertaken are detailed in Appendix A.

	STANDARD REQUIREMENTS 



Confidentiality 
In the course of the post holders duties all data should be treated as confidential and should only be disclosed on a need-to-know basis.  
Some data may be especially sensitive and is the subject of a specific organisation policy, including information relating to the care and support of the people using our services and individual staff records.  Under no circumstances should any data be divulged or passed on to any third party who is not specifically authorised to receive such data.  

Due to the importance that the organisation attaches to confidentiality disciplinary action will be considered for any breach of confidentiality.  All members of staff are expected to comply with national legislation and local policy in respect of confidentiality and data protection.

Corporate Responsibility
· Contribute to the development, communication and promotion of corporate core purpose, vision, mission and values.
· Active input to driving the development of Corporate Strategy.
· Contribute to the development of a culture of continuous improvement within the Charity, in order to meet stretching financial and performance targets, including the implementation of lean methodology.
· Ensure all statutory obligations are met.
· Champion the Charity and the services it provides. Act at all times as a positive ambassador for Community Integrated Care and the individuals who choose our support.
Data Protection

· In line with national legislation, and Community Integrated Care’s policies, you must process all personal data fairly and lawfully, for the specific purpose(s) it was obtained and not disclosed in any way incompatible with such purpose(s) or to any unauthorised persons or organisations, unless a lawful exemption applies.
· The post holder must be familiar with and comply with the all Community Integrated Care’s Policies on Data Protection, Confidentiality and Information Security. 

Equal Opportunities
· Promote the concepts of equality of opportunity and managing diversity company wide.
Financial Responsibilities
· All Community Integrated Care Group staff will comply with financial processes and procedures.
· Manage the budget to meet the Charity’s Strategic and Operational Business Plans.
· Ensure areas of responsibility are delivered in a way that is consistent with the Charity’s financial and cost improvement plans.
· Assist in embedding a commercial, client service focussed approach to all business processes and activities.
Health and Safety

· The post holder must be familiar with and comply with all Community Integrated Care’s Policies on Health and Safety and be aware of individual responsibilities under legislation.
· Tools used are either by hand or battery powered only and limited to the requirements of this role.
· This role is required to work within the parameters of ‘Working at Heights’ Regulations.

Infection Prevention and Control
· Employees must be aware of their responsibilities to protect service users, visitors and employees against the risks of acquiring health care associated infections, in accordance with the Charity’s policy.
Professional Standards and Performance Review
· Maintain consistent high professional standards.  Employees are expected to participate in the performance review process.
Safeguarding 
· Community Integrated Care takes the issues of Safeguarding Children and Adults very seriously.  All employees have a responsibility to support Community Integrated Care in its duties by;
· Attending mandatory training on Safeguarding children and adults
· Being familiar with individual and CIC’s requirements under relevant legislation
· Adhering to all relevant national and local policies, procedures, practice guidance and professional codes
· Reporting any concerns to the appropriate personnel.

Service / Departmental Standards 
· Support the development of performance standards within the services/departments to ensure the service is responsive to and meeting the needs of its customers.
NB: This job description is not intended to be an exhaustive list of duties and responsibilities, but to give an indication of the main areas of activity and involvement.


SUMMARY 
This Job Description is an outline of the key tasks and responsibilities of the post and the post holder may be required to undertake additional duties appropriate to the pay band.  The post may change over time to reflect the developing needs of the Charity and its services, as well as the personal development needs of the post holder
	DATE PREPARED:

	23/01/2026

	PREPARED BY :

	John Robinson

	I agree that this Job Description and Person Specification accurately describes the above post and has been developed jointly.



	PERSON SPECIFICATION – SUPPORT WORKER
	KEY REQUIREMENTS

	1.
	Qualifications
	
	EVIDENCED BY

	
	Good GCSE standard of education
	D
	

	
	City & Guilds building related trade qualification

	D
	

	
	LOCALISED/SITE SPECIFIC REQUIREMENTS
	
	

	2.
	Skills / Abilities
	
	

	
	Good interpersonal skills and good, clear verbal communication skills
	E
	

	
	Able to work well independently
	E
	

	
	Experience in working with vulnerable people
	D
	

	
	Experience with understanding Fire Safety and associated property tests
	E
	

	
	IT skills e.g. to amend or update a Word or Excel document
	E
	

	
	LOCALISED/SITE SPECIFIC REQUIREMENTS
	
	

	3.
	Experience
	
	

	
	Minor Joinery, painting and decoration experience
	E
	

	
	Occasionally Liaising with contractors on site to agree works required
	E
	

	
	Liaising with contractors to sign off small sized projects
	E
	

	
	Ability to undertake minor property repairs
	E
	

	
	Experience of working in a care environment
	D
	

	
	LOCALISED/SITE SPECIFIC REQUIREMENTS
	
	

	4.
	Knowledge
	
	

	
	Awareness of applicable legislation (H&S, manual handling, Asbestos, Legionella, Fire safety)
	E
	

	
	Familiar with care home practices
	D
	

	
	Able to demonstrate an appreciation building / property maintenance requirements
	E
	

	
	LOCALISED/SITE SPECIFIC REQUIREMENTS
	
	

	5.
	Personal Attributes
	
	

	
	Be willing to learn new things
	E
	

	
	Positive and helpful attitude
	E
	

	
	Be enthusiastic and have a good sense of humour
	E
	

	
	Be honest and reliable
	E
	

	
	Prepared to work flexibly to meet service needs 
	E
	

	
	Smart, clean and tidy personal appearance
	E
	

	
	Careful and diligent
	E
	

	
	Adaptable to changing environments and self motivated
	E
	

	
	Committed to personal development and training
	E
	

	
	Able to prioritise workload, take ownership though to completion
	E
	

	
	LOCALISED/SITE SPECIFIC REQUIREMENTS
	
	

	
	May need Driving licence dependent on user requirements
	E
	





















APPENDIX A
Compliance Awareness includes:
· Support Site to ensure Weekly fire alarm tests are conducted
· Occasionally check fire doors close / operate and release on fire alarm activation 

Internal Maintenance Tasks:

· Redecorate individual rooms as they become available or as required to include, bedrooms, sluice rooms, office, WC’s, Assisted Bathrooms, medication rooms, and other small rooms that can be closed off from children we support
· Carry out minor touching up of paint work as required 
· Check and replace light bulbs around the home as necessary 
· Re-fix door handles and escutcheons as necessary
· Adjust or replace door closers to fire doors to allow doors to close smoothly without slamming
· Replace smoke / intumescent smoke seals as necessary
· Repair or replace toilet seats, paper towel holders and soap dispensers
· Carry out minor repairs to furniture, fixture & fittings, curtain rails, chairs etc. 
· Check and replace window restrictors / catches as necessary
· Re- fix loose flooring where necessary
· Check all internal extract fans are working correctly
· Change tap washers on sinks when necessary and possible

Exterior Maintenance tasks:
· Clean exterior aspects of the property to ensure the building looks presentable at all times cleaning window sills and frames to keep the home looking acceptable
· Check and clear paths around the home

Seasonal tasks:
· Clear leaves from paths and front entrance

Self-management:
· Report any queries or concerns to the Property Coordinator ‘Team Leader’
· Report all minor works requirements to the Facilities Help Desk
· Report any other Health and Safety issues to Facilities help desk as necessary
· Check company vehicle supplied
· Check and inspect tools and equipment supplied by Community Integrated Care
· Order all materials for the above via approved suppliers to manage own workload 
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