[image: ] 	 
	Policy & Procedure Manual 	 
         Section 1 – Management 
 	 
Position Description – Personal Care Attendant 
 
[image: ] 	 
	Policy & Procedure Manual 	 
         Section 1 – Management 
 	 
Position Description – Personal Care Attendant 
 
[image: A purple text on a white background

Description automatically generated]			


Position Description – Property Services Manager

	Position Title:
	Property Services Manager
	Reports To:
	Chief Financial Officer

	Supervising:
	Property Services Supervisor
	Liaises With:
	Clinical Care and Personal Care Teams, Care & Leisure Team, Food Services, Residents/Families/Advocates, External Contractors,  ILU, Site Administration

	Employment Instrument:
	N/A

	Classification:
	Non Award



	Our Vision:
	Care without Compromise

	Our Mission:
	“Mayflower with staff works as one to enhance quality of life choices in all aspects of care delivery”

	Our Values:
	Compassion  
	We care for those in need with empathy and understanding  

	
	Excellence
	We strive for quality and distinction  

	
	Integrity  
	We are honest, ethical, and sincere   

	
	Respect
	We recognise the value, uniqueness, and dignity of every   



	Position Purpose:
	The Property Services Lead holds operational accountability for Mayflower's property portfolio across all sites. The role manages the in-house property and maintenance model, upholding the highest standard of day-to-day facility management ensuring all residents' accommodation is of a high-quality standard. 

This role provides organisation-wide direction on property and maintenance management and insurance/risk/compliance matters relating to Mayflower's buildings, ensuring Mayflower's physical environments support safe, high-quality care. The role maintains the property asset register and oversees fleet management across Mayflower's sites.

This is a leadership role requiring sound commercial judgement, stakeholder management and the ability to translate plans into operational delivery. 


	Qualifications checks and licences:

	Mandatory
· Tertiary qualification or trade qualification in building and/or construction 
· Current Driver's Licence
· Banning Order
· Police Check
Desirable
· Membership of a relevant professional body 

	Key Selection Criteria

	Essential
· Experience leading property, facilities or maintenance management functions across multiple sites, including a background in construction or the building trades
· Strong financial acumen, including budgeting and quote management
· Proven people leadership experience, including leading managers and building team capability within facilities management teams
· Ability to engage confidently with the leadership team & external stakeholders
· Sound understanding of safety, governance, risk management and compliance frameworks
· Experience managing insurer/broker relationships in relation to property and asset risk
· Strong strategic and analytical thinking, balanced with practical, hands-on delivery focus

	Desirable 
· Experience in a similar role in aged care, healthcare or alternatively a property management/services company


 
	Responsibilities/Duties 

	Quality Service
	· Lead Mayflower's property and maintenance management plans across all sites
· Ensure building meet regulatory, safety and quality standards across the portfolio
· Responsible for Asset Management plans to ensure Cap works are performed to maintain assets
· Oversee the installation, operation, maintenance and repair of essential building services and accommodation environments, including public spaces, grounds and resident rooms
· Manage Essential Services and associated responsibilities across all sites
· Fleet Management
· Enacting emergency response plans for property-related incidents

	Insurance & Risk
	· Own the strategic relationship with Mayflower's insurance broker in relation to property and asset risk
· Oversee insurance claims relating to property and asset damage
· Ensure insurance implications of building or maintenance works are identified and communicated to the broker, including Fire Impairment Notice requirements

	Team management
	· Lead, coach and develop the Property Services Manager and broader maintenance team
· Set clear performance expectations and ensure each team member has appropriate training and tools
· Participate in recruitment and planning for the property function
· Ensure your team has diverse skill sets/trades to perform the majority of maintenance tasks inhouse 
· Directing and coordinating the Property Services Supervisor and broader maintenance team in the execution of property operations

	Governance, Risk & Compliance
	· Ensure compliance with the Aged Care Act 2024, Building Regulations 2018 and other relevant legislation
· Making operational decisions necessary to maintain compliance with Essential Services, Essential Safety Measures (ESM) and related regulatory obligations
· Own and report on property-related risk to the leadership team
· Maintain governance frameworks for contractor management relating to property services
· Manage preventative and reactive maintenance across all sites, ensuring Mayflower remains compliant with maintenance and safety obligations across the portfolio
· Develop and implement emergency response plans for property-related incidents
· Conduct regular site audits, inspections, and condition and risk assessments to ensure safety standards are met

	Contractor & Incident Management
	· Support the team with contractors, suppliers and service providers for repairs, maintenance and installations
· Obtain and review quotes for maintenance works
· Oversee the maintenance of documentation, contractor communications and reporting systems
· Maintain technology systems used to manage maintenance schedules, issues and requests
· Maintain the Preventative Maintenance Schedule, including currency of Essential Safety Measures (ESM) occupancy certificates

	Budget management
	· Develop and manage the property operating and maintenance budget
· Prepare and present business cases for property operating expenditure as required
· Report on financial performance and budget variance to the leadership team
· Approving and prioritising preventative and reactive maintenance activities across all sites

	Stakeholder Engagement
	· Build strong relationships with key points of contact at each site
· Acting as the primary point of escalation for property-related incidents, including out-of-hours or urgent works, and directing immediate remedial action where required
· Support the team with residents and staff of Mayflower's independent living properties to resolve complex maintenance-related incidents and issues

	Work Health Safety
	· Adhere to the Aged Care Act 2024 and operate in accordance with legislative and quality standards
· Adhere to the Building Regulations 2018 (Vic)
· Ensure all maintenance activities comply with WHS requirements. 
· Maintain safe work practices and hazard reporting. 
· Ensure tools and equipment are safely maintained
· Report hazards or safety concerns
· Comply with the OHS Act 2004 and take reasonable care to ensure your own safety, not place others at risk by any act or omission, follow safe work practices and procedures, use and care for equipment as instructed, not wilfully and recklessly interfere with safety equipment, report hazards and injuries, and cooperate with Mayflower to meet OHS obligations.




	
	Key Performance Indicators

	
	· Ensure expenditure is in line with set budgets
· Assets are maintained in line with regulations and safety requitements
· Essential Services and ESM occupancy certificates maintained at 100% currency across all sites
· Site audits and condition/risk assessments completed on schedule across all sites (Compliance vetting and contract currency maintained)
· Ensure all property meets National Construction Code (NCC) requirements
· Planned maintenance schedule achieves compliance and operational requirements






I have read, understood and accept the above position description.
	Employee Name:
	
	Signature:
	
	Date:
	

	Manager Name:
	
	Signature:
	
	Date:
	


  ☐Copy to Employee	☐Copy to Personnel File 		Completed By: ......... (Initials) 	Date:      /    /            
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