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JoB description
	Position Title
	Operations Co-ordinator
	Department
	Technical Services

	Generic Job Title
	Administrator
	Segment
	Healthcare

	Team Band
	M1 
	Location
	Wythenshawe Hospital

	Reports to
	Lee Kennedy
	Office / Unit name
	Wythenshawe Maintenance


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 
· The Operations Co-ordinator reports directly to the Operations Manager (technical) ensuring all statutory and non-statutory sub-contractors meet their required planned maintenance programme, reactive works are completed in a timely manner and that all associated documentation is received and filed.
Accountabilities or “what you have to do”
· Check the planned maintenance programme for contractors activities in advance, agree access availability with the facility users and confirm attendance dates with the contractors.
· Where Permits to Work are required liaise with the Authorised Person to ensure issue.
· Plan in all works in advance keeping the relevant operational manager up to date throughout the process.
· Obtain and collate all subcontractors worksheets, highlight the recommendations and repairs, issue to the Operations Managers for review and file in the CAFM system.
· Raising orders for the works as instructed.
· Set up and maintain the office filing system for all subcontractor statutory and non statutory planned maintenance records.
· Receive legionella sample reports from the specialist subcontractor, review and issue to the Operations Manager for actioning if necessary.
· Attend meetings as necessary.

· Provide cover for the helpdesk as and when required.

· Undertake training associated with your role as required

· Assist the Trust in reducing healthcare associated infections by being familiar with the Trust’s Hand Decontamination Policy, attend mandatory induction training and be compliant with all hand hygiene standards at all times.
· You are responsible for your own Health and Safety and that of your colleagues.
· To undertake all additional duties and responsibilities as instructed by senior management.
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on-site services





Operations Manager (technical)





Operations Co-ordinator
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