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POSITION DESCRIPTION

Job Title: Location: Reports To:





Facility Manager Ormiston Hospital Chief Executive Officer

Ormiston Hospital




PURPOSE
· To provide pro-active, timely and effective management of the hospital facilities, including but not limited to:
· Repairs and maintenance programmes
· Building, machinery and plant management
· Facility refurbishment
· To manage external contractors with regards to the maintenance of the hospital buildings, grounds and mechanical and electrical plant and equipment, taking particular careto ensure that all Health and Safety standards are complied with at all times.
· To effectively manage property and equipment service agreements.
· To work closely withthe property management company on building and ground maintenance issues.
· To ensure pro-active maintenance practices are adopted to improve the reliability and longevity of the hospital buildings and equipment.
· To establish and effectively maintain a preventative maintenance programme.
· To assist with critical facility related out-of-hours issues.
· To liaise withservice provides for the management of and activities related to IQP inspections and reporting.
· To report monthly to the CEO on facility management activities and advise on actual and potential hazards and risks.
· To assist the CEO in the achievement of business objectives by maintaining efficient systems and processes to actively reduce non-clinical service provision costs and risk.

Vision: To be the preferred private surgical hospital for our community through clinical excellence and superior service.
RELATIONSHIPS


Internal
Chief Executive Officer Senior Management Team OR Charge Nurses
PACU Charge Nurse Ward Charge Nurse Facility Assistant Charge SSD Technician Nursing Staff Procurement Staff Anaesthetic Technicians Health Care Assistants
Health and Safety Representatives

External Contractors/Subcontractors Service Providers
BioMedical/Equipment Suppliers and Testers Property Owner and/or Management Representative Cleaning Contractor and Cleaning Staff
SX Facilities Staff SX IT Services

ROLE DIMENSIONS

	Number of people reportinq directly to the position
	None

	Budget Delegated Authority
	Up to $1,000 expenditure for budgeted equipment or authorisation of maintenance work.





KEY ACCOUNTABILITIES

· Manages facility related contracts and service level agreements in consultation with the CEO.

· Maintains the building, plant, equipment and hospital related grounds.

· Develops and effectively manages the annual facility maintenance plan.

· Maintains an up-to-date five year asset replacement plan and actively participate in the annual capital budgeting process.

· Takes responsibility for the Fire, Evacuation and Disaster Plans, ensuring all legislative requirements are met.

· Closely liaises with the Property Manager on building repairs, maintenance, servicing and common areas that require attention, including car parks.

· Takes responsibility for car park management and works with the Property Manager to achieve parking solutions.

· Ensures building warrant of fitness compliance and HSNO standards are met.

· Ensures a facilities hazard identification process is in place and actively takes steps to eliminate and/or minimise same.

· Takes responsibility for own educational needs appropriate to the Facility Manager role.

· Adheres to and maintains compliance with Health and Safety and Quality and Risk regulations with a particular emphasis on medical gases, infection control, medical waste, sharps management, manual handling practices and use of personal protective equipment.

· Maintains hospital security procedures to ensure the safety of patients, visitors, staff and tenants and the protection of the building, equipment and plant is maintained at all times.

· Ensures the vision and values of Ormiston Surgical and Endoscopy Ltd are upheld by demonstrating cultural appropriateness and lack of bias.

· Contributes to the overall development of the hospital by demonstrating and promoting behaviour, knowledge and skills that create a positive environment.

· Provides leadership to Procurement staff and direction on inventory management processes.

Ormlslon Hospital Approved by: Date Authorised:
Facility Manager
CEO
May2017
Page 2 of5

MANAGEMENT
· Takes responsibility for 'after hours' facility problems to ensure the seamless operations of the hospital and consults with the On Call Manager on same.
· Negotiates with external contractors on maintaining the facilities, equipment and plant and ensures that a cost-effective service is being provided at all times.
· Ensures external contractors are compliant with health and safety legislative requirements and maintains an accurate record of same.
· Manages the security needs of the hospital and responds to breaches of security in an efficient and timely manner.
· Keeps a history of facility, equipment and plant maintenance and monitors the quality of work done by external contractors.
· Establishes recycling and waste management programmes to contribute to an environmentally sustainable footprint.
· Manages a hospital IT and VOiP equipment and replacement plan, in consultation with the CEO and in liaison with SX IT personnel.
· Undertakes minor facility repairs in a timely manner.

PLANNING
· Actively participates as a member of the Senior Management Team to the strategic planning process and advises on key facility management issues.
· Participates in the annual budgeting process and takes a lead role in the capital expenditure process.
· Ensures all aspects of building code and compliance are met and keeps accurate records of same.
· Keeps an up-to-date database of all essential facility, equipment and plant details and maintains a log of all maintenance and replacement activity.

FIRE AND EVALUATION
· Holds the role of Building Warden during normal business hours in the event of a fire alarm activation.
· Liaises with Fire Department personnel and security contractor as required to ensure all processes meet mandatory requirements.
· Maintains all fire evacuation policy documents and maintains the fire box equipment, tally boards, etc.
· Facilitates the hospital certification and accreditation audits relating to fire evacuation and disaster management.
· Organises and co-ordinates a six monthly fire evacuation drill with the security contractor, property manager and building tenants.
· Manages hazard identification and minimisation relating to fire risks, gel blankets, alarms, extinguishers, fire hoses, etc.
· Works with the Hospital Educator to ensure staff maintain currency of fire and evacuation protocols and processes and maintains up-to-date records of same.

DISASTER PLANNING AND MANAGEMENT
· In conjunction with the CEO, Senior Management Team and the On-Call Managers, assists in the development and preparatory training related to Disaster and/or Emergency Planning.
· Acts as a resource for Ormiston Hospital with respect of disaster planning, including representation of Ormiston Hospital at CMDHB disaster planning events.

QUALITY AND RISK
· Quality auditing processes are implemented for all key aspects of facility services.
· Works within the Ormiston Hospital policies, guidelines and standards of practice.
· Incidents and near misses are reported and investigated in a timely manner.
· Oversees the performance of external contractors to ensure high quality and cost effective services are provided.
· 
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· Assists with compliance activity associated with the Ministry of Health standards, hospital certification and workplace safety audits.
· Ensures relevant facility and equipment checks, maintenance and audits are carried out and completed as required and comprehensive up-to-date records of same are appropriately maintained.
· Oversees the hospital systems and manages the requirements related to the swipe card readers, panic alarms, tenancy alarms, CCTV and reports faults and issues in a timely manner.

PERFORMANCE
· Provides a monthly report to the CEO on external contractor activity including compliance (or otherwise) with Health and Safety legislative requirements.
· Monitors service agreements and ensures all criteria are being met.
· Carries out general facility repairs as required and as is appropriate in all areas of the hospital. This includes the purchase of required hardware to complete the repairs. The Facility Manager is responsible for ensuring that no repairs are undertaken that are beyond the incumbent's capability and expertise.
· Arranges for external contractors to quote for and undertake repair works beyond the expertise of the Facility Manager.
· Maintains all non-electrical equipment to a high standard; eg bed/trolley wheels, dressing trolleys, hi-lo tables, patient lockers, etc. as required and as appropriate.
· Undertakes regular checks of all non-medical electrical appliances to ensure compliance with servicing requirements.
· Purchases low cost replacement non-clinical equipment and appliances and ensures warranties and related documentation are held, added to the asset register where appropriate and complete testing/tagging.
· Optimises the efficiency and economy of the hospital and ensures that assets are protected and costs are managed effectively.
· Manages costs and expenditure within budget and allocated resources.
· Accurate records are maintained of output measures of buildings, equipment, plant and services; eg UPS bypass, water temperature, lift alarms, etc.
· Ensures that effective procurement systems are in place and that stores management processes are efficient.
· Responds to enquiries and documentation requests from Southern Cross Hospitals as required.
· Updates the relevant staff in a timely manner on any issues relating to equipment and plant that require action or which may potentially impact on service delivery; eg power outages, and assists in the management of same.
· Sources and/or provides information that assists with equipment and facility maintenance and planning.
· Undertakes training related to the role of the Facility Manager as directed by the CEO.
· Key Performance Indicators are developed with the CEO that reflect the objectives of the hospital.


HEALTH AND SAFETY
· Ensures Health and Safety policies and procedures are followed at all times.
· All accidents/incidents are reported and appropriately managed as per Health and Safety protocols.
· Takes responsibility for personal compliance with Health and Safety policies and procedures, ensuring own actions do not put others at risk.
· Ensures external contractors comply with Health and Safety policies and procedures.
· Ensures the hospital meets all aspects of legal compliance associates with the facility; eg fire, security, etc. and keeps accurate records of same.
· Attends the Health and Safety Committee meetings and actively contributes to facility related topics.
· Ensures the protocols are followed for the appropriate and safe handling of hazardous substances.

PERSONAL SPECIFICATION

Knowledge and Qualifications

Essential
· A trade qualification or equivalent
· Proven experience in building and/or engineering trades with the ability to manage plant and equipment.
· Experience in managing contractors, subcontractors and service providers
· Proven ability with basic repairs, DIY and general maintenance.

Desired
· Trained in the use of medical gases, telecommunications, etc.
· Experience in managing engineering disciplines and practices with particular understanding of hospital infrastructure; eg UPS, HVAC, Medical Gases, etc



· Is familiar with infection control guidelines.
· Understands concepts of occupational health and safety and risk prevention.
· Sound understanding of patient's rights particularly with respect to privacy and confidentiality.
· Computer literacy to a reasonably high standard.
· Ability to interpret Standards, Regulations and Codes of Practice.
Personal Attributes

· Honesty and reliability
· Excellent communication and interpersonal skills
· Consistency in work performance
· Results orientated
· Ability to get on with others
· Proactive by nature
· Thrives on a challenge
· Self-directed and works well under pressure
· Able to work autonomously and as a team member as the situation requires
· Exceptional organizational skills



The Facility Manager will be responsive to the needs of our customers so duties may change and flexibility will be required from the jobholder.
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