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Maintenance Manager


Job Description

Position:	Maintenance Manager
Department:	Maintenance
Reports to:	Operations Manager


Lapithus Hotels Management UK Limited (LHM) was formed in 2015 to focus on managing the operation of mid and upscale hotels, under global brands, Crowne Plaza and Holiday Inn. Our portfolio of 21 hotels are in excellent locations throughout the UK. Our dedicated team of hospitality professionals have a wealth of experience working with a variety of international hotel brands.

KEY RESPONSiBILITIES

· To maintain the efficient operation of all mechanical and electrical plant via the IHG card index system:
· Boilers, associated plant and controls
· Water treatments and monitoring	
·  Mechanical ventilation plant
·  Kitchen equipment
·  All artificial lighting
·  Audio/visual equipment
·  Hotel ancillary equipment
·  Leisure Club mechanical, electrical and associated equipment
· The implementation and ongoing monitoring of an energy conservation policy. 
· Keep sufficient stocks of consumable goods for use in the case of hotel general maintenance
· On a monthly basis, in conjunction with the Housekeeping Manager and Operations Manager, carry out a survey of the hotels condition.  Following the condition survey, the Maintenance Engineer will implement using his/her own skills, remedial works to any of the finishes that require remedial attention, these could be either of a wall covering or paint nature.
· Ensure that all drains and sewage systems are fully operational and functioning correctly.
· Consider how activity within the department impacts the environment, takes an active part in recycling and reducing the carbon footprint of the Hotel
· To familiarise yourself with the IHG Technical Services Manual covering the disciplines of a hotel based maintenance engineer.
· Monitor the performance of maintenance contracts in liaison with the hotel    
· Manager/Area Maintenance Engineer and in accordance with Company policy and legal requirements.
· Ensure that policies with regard to lifts, fire alarm systems and pressure vessels are maintained in accordance with insurance requirements.
· In conjunction with the Front Office Manager, ensure that adequate spare keys for the bedroom stock are held in a safe place and are available for immediate distribution as and when required.
· To ensure that all hotel paging systems are kept in full operational mode.
· To collect information daily from all associated departments relating to any form of equipment or defect that may contribute to the disruption of the hotels day to day operation, so that remedial action can be implemented.  Any outstanding remedial action to be implemented as soon as is physically possible.
· As and when required, liaise with the Area Maintenance Engineer and Local Authorities regarding any form of planning consent, building control and regulations relating to a localised work before it is implemented.
· Be prepared for the out of hours call outs, as and when necessary, due to emergencies that may rise unexpectedly.
· Where applicable, to be responsible for the training of all hotel based maintenance personnel and implement the recording of all training carried out.
· Attend heads of department meetings, training sessions as and when requested by the hotel General Manager.

FINANCIAL RETURNS

· When local contractors are employed to carry out works within the hotel, wherever possible the hotel maintenance engineer should use nominated contractors and suppliers, taking into account that three quotations must be obtained if the above are not bonafide nominated contractors/suppliers.
· To work closely with the Operations Manager, General Manager and Finance Department with regards to all aspects of maintenance functions and control of expenditure.
· Play a key part in energy conservation activity including Meetings and recording of action taken

PEOPLE

· Comply with Spirit and hotel rules, regulations and provisions contained in the employment handbook.
· Comply with company grooming and uniform standards.
· Comply with timekeeping and attendance policies.
· Actively participate in training and development programmes and maximise opportunities for self development.
· Comply with the company corporate code of conduct at all times.
· Familiarise yourself with our winning ways which link to the desired behaviours that we expect all our employees to display.
· Work with the Company’s Human Resource Department  to include:

· Planning for future staffing needs
· Recruiting in line with company guidelines and productivity efficiency ratios
· Preparing detailed on-boarding programmes for new team members and ensuring they are delivered in a timely manner
· Maintaining a comprehensive, current and guest focused set of departmental standards and operating procedures and overseeing their implementation 
· Ensuring a training needs analysis of the department is carried out and training programmes are delivered/attended to meet departments needs
· Actively participating in the planning and delivery of the training strategy for the department (including Brand programme training) and identifying high performers and managing poor performance 
· Demonstrate a desire to improve your knowledge and ability through on-going training; maximising opportunities for self development and identifying personal development opportunities for others
· Ensuring all direct reports have an active Personal Development Plan and that this is regularly reviewed
· Maintaining training records and Personal Learning Files for all direct reports
· Conducting probationary, mid-year and annual performance appraisals in line with company guidelines 
· Coaching and disciplining team members whilst providing constructive feedback to enhance performance 

· Manage annual leave requests whilst considering peaks and troughs in the business 
· Perform other tasks at the level of the role as directed by your line manager in pursuit of the achievement of business goals.
· Desire and ability to improve your knowledge and abilities through on-going training.
· Ability to work as part of a diverse team with colleagues from different viewpoints, cultures and countries. 

GUEST EXPERIENCE

Demonstrate service attributes in accordance with industry expectations and company standards to include:-
Being attentive to guests
Accurately and promptly fulfilling guest requests
Understand and anticipate guest needs
Maintain a high level of knowledge which will enhance the guest experience 
Demonstrate a service attitude that exceeds expectations
Take appropriate action to resolve guest complaints
· Appreciate the dynamic nature of the hotel industry and extend these service attributes to all internal customers.
· Be able to promote the health club/hotel products and services. 
· Maintain a high level of product and service knowledge

RESPONSIBLE BUSINESS

To ensure that all areas under their control are maintained to a very high standard of cleanliness and safety in accordance with Company policy, Health and Safety, Statutory Requirements.
Demonstrate an understanding and an awareness of all policies and procedures relating to Health, Hygiene and Fire Life Safety.
Familiarise yourself with emergency and evacuation procedures.
Ensure all security incidents, accidents and near misses are always logged in a timely manner and brought to the attention of your line manager. Obtain a thorough working knowledge of the Health and Safety at Work Act 1974 specifically relating to his/her main area of duty, also to general aspects of the hotel.
Obtain a thorough knowledge of the Approved Code of Practice L8:2001, Legionnaires Disease and that the hotel does conform to necessary requirements.
To ensure you have a thorough knowledge of the Electricity at Work Regulations.
Obtain a thorough knowledge of the Fire Precautions Act 1974 and that the hotel conforms to the necessary requirements.
· To assist in the implementation of fire training within the hotel (covering matters if a technical nature) wherever applicable.
· Ensure that where applicable the asbestos register for the site is maintained.
· Implement the testing of all fire prevention equipment and fire fighting equipment weekly.  In conjunction with the hotel management, carry out fire evacuation drills in compliance with company guidelines.
· Advise duty management of the location points of the main, gas, water and electrical incoming isolation points, along with sub-isolation points relating to the above, so that the necessary utility can be isolated immediately in case of any arising emergencies.

Perform other duties as assigned. May also serve as manager on duty.
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