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BURGESS HILL TOWN COUNCIL 

 
Job Description 

 
1. Post Title:   MAINTENANCE SUPERVISOR 
 
2. Salary Grade:  Scale 6/SO1  (SCP 18-25) 
 
3. Responsible to:  Head of Operations & Maintenance 
 
4. Responsible for:  Building and grounds maintenance, supervising the  
     actions of the maintenance team in conjunction with the 
     Head of Operations & Maintenance; contractors and  
     temporary staff (as appropriate). 
 
5. Job Purpose  Responsible for buildings and public realm maintenance, 

providing a high level of customer service to residents.  
Supervise the standard of work of the maintenance team 
as agreed with the Head of Operations & Maintenance. 
Undertake project work and supervise community service 
groups and volunteers as appropriate. 

 
6. Functional Relationships: (i) Internal – the Head of Operations & 

Maintenance as Line Manager for building and 
grounds maintenance, contracts and service 
level agreements, scheduling purposes and for 
staff time as required. 

 
  (ii) External – members of the public, contractors 

and staff from other agencies. 

7. Key Activities 

1. Work with the Head of Operations & Maintenance to coordinate and deliver 
partnership contracts, operational services, and projects in line with agreed KPIs. 

2. Manage the maintenance of Council buildings, land, and assets, including planned 
maintenance programmes, allocated building maintenance contracts, management 
plans, refurbishment schemes, and phased implementation works. 

3. Manage and schedule the Mobile Maintenance Team's activities, ensuring all 
Council sites and assets are maintained to a high standard. 

4. Advise the Head of Operations & Maintenance on resource requirements and 
support budget planning, monitoring, and day-to-day control of allocated budgets. 
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5. Manage grounds maintenance contracts, including grave digging services, and 
oversee the Council's Burial Ground, ensuring interments, health and safety 
compliance, and training requirements are met. 

6. Conduct and coordinate site inspections, surveys, and improvement programmes 
for Council land, buildings and public realm areas, ensuring identified works are 
completed and funding opportunities pursued where required. 

7. Liaise with contractors to include; seeking estimates, booking works or deliveries, 
meeting on site and reviewing / inspecting completed works. 

8. Ensure compliance with Health and Safety legislation by maintaining records, 
arranging relevant training, and promoting safe working practices for staff, 
contractors, volunteers, and the public. 

9. Ensure all Council equipment, tools, plant, and vehicles are maintained, fit for 
purpose, roadworthy, and compliant with relevant regulations. 

10. Coordinate the Council's annual tree survey and associated tree works, including 
forward financial planning and budget management. 

11. Support customer services through Help Point enquiry follow-up and liaison with 
internal departments and stakeholders. 

12. Prepare and submit reports and matters for consideration by the Customer Service 
Committee through the Head of Operations and Maintenance. 

13. Supervise temporary staff, volunteers and contractors engaged in operational and 
maintenance activities. 

14. Assist with the delivery of promotional events and other community engagement 
activities as required. 

15. Undertake any other duties reasonably required by the Town Council in support of 
operational and service objectives. 

 

8. General: 
 

i) You will be required to participate in a shift pattern between the hours of 
07.30hrs-17.00hrs, Monday to Friday, on a rotational basis with half an hour 
for lunch.  As the duties associated with the post will involve a limited amount 
of evening and weekend work (for example Remembrance Day parade, 
Summer festival and fayre, Christmas Lights switch on), hours worked in 
excess of the above will be subject to overtime payment or time off in lieu, 
subject to the exigencies of the service.  From time to time it may be necessary 
to temporarily extend the contracted hours, with prior agreement, for which 
overtime will be paid. 

 
 ii) It is a requirement of the post that a current clean driving licence is held. 
 
 iii) It is a requirement of the post that a NRSWA Supervisory Qualification is held 

and maintained. 


