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Position Description






	Title:
	General Maintenance Volunteer – Coal Creek
	Department:
	Arts, Culture & Visitor Economy

	Directorate:
	Future Communities

	Reports to:
	Coal Creek Community Park and Museum Maintenance and Horticultural Officers

	Supervises:
	N/A

	Internal Liaisons:
	Volunteers & Council staff

	External Liaisons:
	Residents, visitors, community groups, school groups




Position purpose
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Our values – Accountability, Customer Focus and Excellence – are present in everything we do and how we do it.  With a renewed focus on innovation and collaboration, performance excellence and a belief that teams can achieve amazing things, there is a lot to look forward to.


Our Maintenance volunteers work with Coal Creek Community Park & Museum staff to maintain the grounds, buildings, infrastructure and to provide operational support.

Key responsibilities
· Maintenance of buildings
· Painting
· Carpentry
· Cleaning – vacuuming, sweeping, dusting, de-cobwebbing, pressure washing etc
· Garden and grounds maintenance
· Mowing – ride on or push mower
· Brush cutting
· Garden - weeding, raking, pruning, planting etc
· Firewood collection and maintenance
· Clearing and maintenance of walkway paths and roads
· Maintenance of Museum Collection or equipment
· Under supervision as directed by cultural and curatorial officer
· Event setup/pack down and support

Qualifications, Experience and Background Checks
· Experience in general gardening and mowing
· Knowledge of pruning of shrubs, plants and trees
· General cleaning skills
· General maintenance and/or machinery knowledge
· Commitment to safe working procedures
· Good communication skills
· Attention to detail
· Ability to work independently
· Team Player
· Victorian Drivers Licence.
· Satisfactory Police Check.
· Current Working with Children Check 

Key selection criteria
· Qualifications and experience.
· Relevant skills and attributes eg. customer service, interpersonal skills, working as part of a team.
· Satisfactory Police Check.
· Current Working with Children Check 

Health, Safety and Wellbeing Responsibilities 
· Demonstrate and encourage appropriate safety practices, report inappropriate behaviours and incidents, participate in training provided and improve work practices to reduce risk.
· Demonstrate commitment to support and embrace a continuous improvement environment and culture within the organisation.
· Act in accordance with Council and Management policies, relevant legislation and Council’s Code of Conduct.
· Minimise risk to self and others and support safe work practices through adherence to legislative requirements and Council policies and procedures.
· Report any matters which may impact on the safety of Council employees, community members, or Council assets and equipment.
· Understanding of, and commitment to implement gender equality, diversity and inclusion, and health, safety and wellbeing.
· Contribute to emergency management activities when required and directed. Note, this may require after hours work to be undertaken.
· Council is committed to safeguarding children, and our role in upholding the Child Safe Standards under the Child Wellbeing and Safety Act (2005).  By taking up your role at Council, you must also model this commitment in all that you do.

Inherent physical and psychological requirements
 
· Ability to communicate clearly face to face, over the phone, over two-way radios and through written communication.
· Ability to lift, bend and twist whilst packing, unpacking and using equipment.
· Ability to actively participate in physical activities including standing, sitting, walking, kneeling, squatting, reaching above shoulder and repetitive arm movement.
· Willingness to work in building a positive team environment.
· Ability to work outdoors
· Ability to operate equipment such as chainsaw/small plant equipment to required standards
· Participate in emergency procedures as necessary 

Accountability and Extent of Authority
· Performs broad tasks utilising a range of basic skills
· Routine supervision – individually or team environment.
· Specific guidelines including exercise of discretion in the application of established practices and procedures.
· Accountable for the quality of own work.
· Can assist with on-the-job training with tradespersons and supervisors/trainers.

Judgement and Decision Making
· Routine work and clearly defined.
· Can involve use of limited range of tools, techniques and methods within specific range of work.
· May resolve minor problems related to immediate work task.

Specialist Skills and Knowledge
· Operation of light mechanical work.
· Undertake semi-skilled work.
· Assist skilled employees.



Interpersonal Skills
· Oral communication skills and where appropriate written skills with clients, public and employees.


Manager Community, Customer & Visitor


Coordinator Arts, Culture & Visitor Economy


Team Leader Coal Creek Community Park & Museum


General Maintenance Volunteer
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