
 

Building Maintenance 

Officers   



 

 

  
Building Maintenance 

Officers 

Classification 

Band 4 

Status (FTE) 

Temporary 

Division 

Resilient Communities 

Occupant 

Vacant 

Date 

October 2021 

 

 

 

 

 

 

About us 
From surfing to cycling to wining and dining and everything in between, Bass Coast provides the 

perfect balance of rural, residential and holiday lifestyles for all to enjoy- all with stunning backdrops 

of beaches, bushland and rolling hills. 

A fast growing peri urban coastal shire with a strong focus on the balance of environment, economy 

and community. The environment is our economy. To meet the needs of our fast growing status our 

organisation has been reimagined to meet the current and future challenges. Our organisation is 

underpinned by the principles of: 

 We deliver 

 Placing the customer at the centre of everything we do and, 

 Being a part of something bigger 

With a proven track record of investing in our people we attract high quality applicants who want to 

contribute to our community, excel in their careers live the values of Excellence, Passion, 
Imagination, Integrity & Courage. 

Reporting to the Team Leader Buildings and Facilities Maintenance, the two Building Maintenance 

Officer roles are responsible for providing quality services in the building & facilities division 

consistent with council & department standards, practises and agreements. This is achieved through 

the key responsibilities detailed below. 

 XXX. This is achieved through XXXXXX. 

 



 

 

  

 Assist with ensuring that relevant buildings 

are maintained to service standards and 

OHS standards 

 Respond to customer requests within the 

timeframe of the customer service charter 
and ensure all relevant data and forms are 

completed  

 Implement a programme for regular auditing 

of Council owned buildings and structures. 

Including essential service, general building 

maintenance and asbestos audits. 

 Ensure that audits are processed and defects 
listed and priorities on the defects registry. 

 Assist with the coordination of Contractors 

carrying out building maintenance works and 

minor capital works. 

 Liaise with the building maintenance team on 

a regular basis regarding quality matters 

associated with current and future projects 
and improvements to operational 

procedures. 

 Assist in coordinating the purchase of 

materials.  

 

Key responsibility areas 

 Comply with and promote safe work 

practices for the Team and ensure that public 

safety is considered in all works carried out. 

 Provide assistance monitoring operations and 
programs to ensure services are delivered 

within the budgeted amount. 

 Carry out pre-operation inspections and 

routine maintenance to ensure the safe 

operation of plant and equipment used as 

stipulated by the Teams Quality Plan. 

 Carry out any Building Maintenance related 

tasks that will assist the Team in meeting its 

obligations. 

 Prepare for and attend meetings as 

appropriate or as requested by the Team 

Leader Buildings and Open Space 

Maintenance. 

 Be medically fit and physically capable of 
meeting the requirements of the position in a 

timely and professional manner.  

 Ensure appropriate records are kept and 

maintained. 

 Other duties as directed within the skills and 

abilities of a position at this level. 

Organisational relationships 

 Manager Infrastructure 
Maintenance

Coordinator Buildings 
Plant and Operational 

Support

Team Leader Plant 
Management

Team Leader Buildings 
and Facilities 
Maintenance
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Team Leader 
Operational Support



 

 

 

  
Accountability and extent of authority  
Work will be carried out while exercising discretion within standard practices.  Work may require the 

use of high precision trade skills.  May provide direction and leadership to others. 

Contribute to emergency management activities when required and directed by the General Manager. 

Competencies   

Judgement and decision making 

Work, including selection of systems and procedures, will be carried out using well defined objectives.  

Judgement may be required to determine resources including materials, time, etc.  

Specialist Skills and Knowledge 

Requires an understanding of the systems and processes of the team. May provide training to others and 

operate very heavy mechanical plant or undertake highly skilled trades work. 

Management skills 

Able to supervise groups of employees, plan work at least a week in advance and have knowledge of HR 

policies and practices. 

Interpersonal skills 

Able to communicate with and gain cooperation and assistance from the public and other employees. 

Capable of writing reports in the positions field of expertise. 

Qualifications and experience 

Post-trade certificate or equivalent or completion of TAFE or industry based training courses or 

commensurate on the job training. 

 

Applicants will be required to undergo pre-employment checks including but not limited to a Police 

Records Check and Working with Children Check. 

 

Pre-Employment Checks 



 

 

 

Key Selection Criteria  

 Selection will be based on the following key selection criteria; however reference will also be 

made to other listed skills, knowledge and attributes as required in the position description.  

 
 A trade or equivalent certificate in a relevant 

building field with knowledge, skills and 

experience commensurate with the 

responsibilities to be performed. 

 Demonstrated ability to carry out 

instructions and complete works within a 

given time frame. 

 Demonstrated experience and ability to 

assess, plan and execute building repairs and 

maintenance.  

 Demonstrated knowledge in the use of 

hand tools, small plant items and 

equipment relevant to building repairs, 

maintenance and construction. 

 Demonstrated ability to work effectively 
both independently and in a team 

environment.  

 Current Victorian Driver’s Licence. 

 

Performance Criteria 

Performance criteria will be developed within the first three months of appointment, recorded and 

reviewed in accordance with Council’s Performance Development Policy and Framework. 

 


