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Description






	Position Title
	Building Trades Officer

	Group/Portfolio
	Corporate Services / Campus Life

	Classification
	HEW Level 5

	Position Number
	00053961

	Reports To
	Facilities Manager

	Employment Type
	Continuing 



1.0	Position Purpose
To maintain and enhance the buildings, signs, furniture, and other infrastructure of the campus to enable the University to conduct operations.
2.0	Eligibility Requirements

	Qualifications and experience in a building trade’s area with a minimum 2 years’ experience in supervising contractors.	
3.0	Key Responsibilities

· Develop specifications and obtain quotes for small and minor works in accordance with University design guidelines.
· Evaluate contractor submissions for building works and award contracts based on value and quality of product and service being delivered to the university. 
· Supervise and manage contractors performing small and minor works on campus ensuring university health and safety processes and documentation are adhered to.
· Provide a professional service by liaising with clients as required in regards to work requests and coordination of works to be performed.
· Undertake inspections of buildings, grounds and services to develop refurbishment programs, identify maintenance requirements and backlog works for inclusion in the Computerised Maintenance Management System (CMMS).
· Undertake fire safety audits and ensure preventative and corrective works relating to fire are performed in accordance with the universities contracts and fire safety codes.	
· Maintain accountability for the efficient completion of assigned maintenance work requests within the Computerised Maintenance Management System (CMMS). 
· Undertake other activities as directed by the Maintenance Supervisor or Facilities Manager. Provide general assistance within Campus Life as required.	
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.
· Ensure fair, ethical and professional work practices in accordance with the University Code of Conduct. Maintain compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.  
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.

[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities

Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.

[bookmark: _Hlk88023329]Campus Life identifies three key capabilities required to fulfil roles: Management, Technical and Service. The Capability (People) Framework – Campus Life, will assist you to understand the knowledge and service activities required of this position.
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