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	Position Title

	Maintenance Assistant
	Position No. 16431

	Department/ Directorate
	Estates and Facilities/Facilities and Operational Maintenance

	Grade

	G2 

	Reporting To

	Operations and Facilities Manager

	Date reviewed

	April 2025




Main accountabilities: 
 
Brunel University London is a campus-based University with a student housing stock of thousands of rooms across multiple halls of residential buildings. This includes single en-suite study bedrooms, standard rooms and co-habiting couple accommodation which consists of studio and 1 to 3-bedroom flats. The majority of student and guest flats are occupied by undergraduates who are guaranteed first year accommodation followed by postgraduates and returning students with some staff flats. The portfolio also includes managed properties with Brunel Student Lettings.  
 
To engage in the successful operation of the Operations and Facilities Team, on occasion working with temporary staff and contractors. Providing a positive culture for all stakeholders, leading to the achievement of our University Community 2030 vision.

The role of Maintenance Assistant is vital in forming part of the reactive and planned maintenance response within our Halls of Residence and Brunel owned off campus houses. This includes the day-to-day response to reactive maintenance request, planned preventative maintenance and compliance tasks. This role will support the needs of first fix maintenance response, providing excellent customer service to all stakeholders whilst adapting to hourly and daily changing needs. The post holder will deliver effective repairs following the daily SLA’s / KPI’s and ensure the response times and targets are effectively met. 

The role of the Maintenance Assistant will provide an effective reactive maintenance, preventative planned maintenance and compliance response for Student Support Services. The work involves close liaison with various departments and services and other University stakeholders. 
 
Student Living operates on a 24/7 basis, 365 days of the year. The post holder will be required to be flexible in their working patterns, working additional hours on occasion to meet the demands of the business usually scheduled in advance, to ensure all customers and students are able to access services and support on a 24/7 basis. 
 
Key duties and responsibilities: 
 
· To undertake preliminary investigation and repair of defect reports, (e.g. plumbing, electrical, building/carpentry, general repairs), or making safe and reporting clear information to the relevant supervisor, or University Estates and Facilities Department for further action via verbal or electronic means on a daily basis.
· To carry out basic electrical tasks to include replacing light bulbs, fluorescent tubes and lamps, checking external lighting, safe isolation. Resetting circuit breakers as per university procedures. 
· Ability to recognise H&S issues / incidents and respond accordingly using initiative and undertake dynamic risk assessments to ensure a safe working environment. This may include taking immediate action to make an area safe, restricting access, reporting to supervisor, senior manager, reporting to departmental colleagues as and when required. 
· To support the Operations and Facilities Supervisor in completing PPM (preventative planned maintenance), Health % Safety duties, planned activities and fire drills.
· To inform the Operations and Facilities Supervisor when equipment and parts are used and require replenishment on a daily basis. 	
· To undertake manual handling as and when required. 
· To prioritise own workload effectively.
· To provide clear and effective information to students when attending residences, directing students as and when required by verbal commands on a daily basis.
· To fulfil legal requirements of critical Health and Safety / Mandatory Inspection, and testing regimes, e.g. fire alarm testing, fire extinguisher checks, Emergency Light Testing, Legionella flushing/sampling, lux levels, asbestos condition reporting, PAT Testing. In accordance with the UUK Code of Practice for the Management of Student Housing. 
· To follow University Health and Safety guidelines, specifically the asbestos register, COSHH, wear correct Uniform and PPE (provided) before completing any maintenance work.
· To provide clear and effective information to supervisors and staff throughout the University, receiving information verbally, by radio, telephone or electronically, providing simple feedback to the relevant supervisors and staff either by verbal or electronic communication. Using University electronic systems (e.g. KS, Planon, Zetasafe, CAFM software system on a daily basis.)
· Maintaining accurate written and electronic records including the use of digital and electronic systems and tablet / PDA devices for all work carried out on a daily basis.
· To ensure that security within Residences is maintained for student’s staff and contractors, following the University procedures. Repairing and maintaining all security and access systems, locks and keys using the correct procedures on a daily basis 
· To support the Student Living team in achieving audits (e.g. IS0 14001, UUK), accreditations (e.g. Investors in People, Green Impact) and legislative and compliance requirements. 
· To liaise with contractors, or other University departments as required following appropriate University guidelines daily, weekly or monthly. 
· Driving and using University owned vehicles or electric buggies and transport in accordance with University procedures, ensuring that the vehicle is kept secure when not in use. Sufficient fuel is made available for the next user and that the vehicle is kept clean and tidy on a daily basis. Completing vehicle checks as and when required subject to the University procedures.
· To ensure that the cleanliness of external areas is maintained by collecting and disposing of litter and rubbish if required. Disinfecting waste disposal areas on a regular basis, following correct University procedures (this may occasionally include unpleasant cleaning).           

Effective Behaviors 
   
· Open & Honest 
· Fair & Inclusive 
· Determined 
· Timeliness  
· Meeting Deadlines  
· Focused on excellence 
· Communication and Networking   
· Networking group across all University stakeholders  
· Ability to negotiate and influence  
· Ability to plan and organise own workload  
· Ability to adapt to a flexible approach to the demands of a busy College/Department in order to accommodate changes in priorities when required  
· Cover for colleagues in their absence as appropriate   
· Participate in meetings and attend training events as necessary, supporting the department / college with any introduction to new technologies, enhancements to process or changes to day to day management of administration  



Other Duties

Undertake any other reasonable duties as required and commensurate with the grade of post in accordance with university and departmental policies, procedures and codes of conduct.

Adhere to and comply with the provisions of the Data Protection Act and the Health and Safety at Work Act in accordance with university policies.

Undertake all duties and responsibilities in compliance with the rules and regulations encompassing equal opportunities to help foster a diverse workforce. 

Adhere, comply and work in accordance with University and Departmental policies, procedures and codes of conduct. 

Promote the University’s Environmental Policy and demonstrate commitment to it through actions and decision making.

Actively participate in on going professional development activities as requested.



Our Values:
Our values play out across everything we do. We hold ourselves accountable to the highest standards in all our activities and decisions. They add value to both student and colleague experience at Brunel, helping us to deliver our strategy and plans.

Open	We are welcoming and believe in the power of diversity. We are transparent in our decisions and deliver on what we say.

Courageous	We seek and take on ambitious challenges. We are brave and committed to thinking differently. Nothing stops us from going after our goals.

Inventive: 	We are purposeful in an ever-changing world; collaborating and innovating to reach our full potential and to change lives - and the world - for the better. We celebrate breakthroughs and strive for the best
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Person Specification

[bookmark: _Hlk179814578]As part of the University’s commitment to the Disability Confident Scheme – Offer an Interview Commitment, applicants who choose to apply through the scheme, and who meet the minimum criteria for the role, will be offered an interview. 

	Criteria
	Essential /Desirable*

	Education, qualifications and training

	Good standard of education

Ability to carry out Portable appliance Testing (PAT) and safe electrical isolation training

Evidence of formal trade training e.g. NVQ Level 1 / City & Guilds qualification or equivalent experience in General maintenance / Carpentry / Plumbing


	E

E


E

	Experience 


	Proven experience in a similar role, either in the public or private sector and a broad knowledge of maintenance duties. 

Previous experience in an environment providing a service to customers

Experience in checking fire extinguishers and other firefighting equipment

Previous experience of carrying out Emergency Lighting Testing

Demonstrable experience of using IT, including tablets, electronic devices and digital technology
	E


E

D


D

E

	Knowledge and Skills 
	Good knowledge of Health & Safety process and procedures, including relevant knowledge of Health and Safety Legislation

Understand of customer service practices 

Excellent organisational skills; ability to work in a busy and demanding environment, under pressure at times; to produce good work to deadlines

General awareness of an HE Environment/housing experience 

Ability to work effectively and calmly when working to tight/conflicting deadlines

Adaptable, flexible approach to work in order to meet the needs of the customer and management with a willingness to embrace change 

Ability to work as part of a team and independently, using own initiative. 


	E


E

E



D

E


E


E



	Attributes
	Ability to work with staff at all levels 

A smart and professional appearance whilst wearing the uniform provided, including the wearing of any required safety wear/ PPE 

To support the Department’s 24/7 operation, a high degree of flexibility in hours of work and attitude to work will be required 

Full current Drivers Licence valid in the UK 

Availability / Flexibility to work out of normal hours, including evenings, weekends and University Closure periods 

This job will require:
A high level of activity both within and between buildings and will involve moving and carrying of heavy objects
A prompt response to emergencies, (e.g. fire alarms)
Contact with cleaning chemicals, materials and equipment
Occasionally cleaning unpleasant tasks including bodily fluids
Meet the requirements of a Disclosure and Barring Clearance check
	E

E

        
E


D

E


E





*Where a large pool of applicants meet the essential criteria, the desirable criteria will be used as part of the first stage of short listing. 



JOB HAZARD DECLARATION
A job specific risk assessment has been undertaken, and recorded, for this post.
Yes ☒  No ☐
The risk assessment has identified the need for Health Surveillance.
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of surveillance is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

The work involved requires vaccination
Yes ☐  No ☒
If you have selected “Yes” then please specify:
1. What type of Vaccination is required and why?

2. Whether or not you have sought advice from Occupational Health or the Health, Safety & Environment Team?

For inclusion with job description:
Please provide answers to the following questions. Please add additional items as necessary. For further advice please contact healthandsafety@brunel.ac.uk (“No” responses should be deleted before advertising.)

A) This role involves working with Display Screen Equipment for extended periods of more than 1 hour per day
Yes ☐    No ☒  

B) This role involves frequent manual handling and/or may be physically demanding
Yes ☒    No ☐  

C) This role involves working outside for long periods of time
Yes ☐    No ☒  

D) This role involves working at Height
Yes ☒    No ☐  

E) This role involves work in confined spaces
Yes ☐    No ☒  


F) This role involves working in a noisy environment
Yes ☐    No ☒  

G) This role involves Travel 
Yes ☐    No ☒  

H) This role involves regular work with vibrating equipment
Yes ☐    No ☒  

I) This role involves driving
Yes ☒    No ☐  
The information provided above is, to the best of my knowledge, true and accurate.

	Name: Nikul Shah

	Signature:N Shah
	Date:26/08/2026
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