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Stepping Stone Trust Stepping Stone Trust (SST) is a faith based organisation and the largest 

NGO provider of Mental Health Services in Christchurch, operating since 1990.  The Trust 

operates a range of Residential and Community services for 500+ service users each week - 

Youth through to Older Persons. 

Our Vision 

To provide an effective Christ-centred mental 

health service that encourages life, purpose, 

hope and future 

Our Mission 

Offering hope and a Stepping Stone in life 

Core Values 

Faith  - belief that God makes a difference 

Growth – a journey toward wholeness 

Respect – belief in the value of all people 

Relationship – belief that we grow and work together with others 

Service Effectiveness – giving hope 
 

 

 

Role, Purpose and Scope of Role  

The Handy Person role exists to assist the Senior Property Supervisor with maintenance to 

property, gardens and plant, and the SST vehicle fleet. 

They will ensure that the Trust maintains a well-maintained, safe and presented range of property 

and plant that meets and exceeds policy and regulation associated with providing a community 

mental health service.   

To be the SST Handy Person and a member of the Maintenance Team you will have a full car 

driver’s license, be able to work within SST’s philosophical base and have the ability to work in 

environments where resident’s behaviour may be unusual. 

 

 

  

 

Position Description 

Handy Person 
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Key Relationships  

Accountable to  
• Operations Manager 

Reports to  • Senior Property Supervisor 

 
 

Delegated authorities  

Financial – Budget & Expenditure 

limits  

 
• To undertake day-to-day expenditure for maintenance in line with 

the SST Expenditure Policy 

• To gain approval from the Senior Property Supervisor for all other 
expenditure that has not been previously approved as part of a 
budget process for a particular project 

Staffing  • No staffing delegation 

 
 

Internal Relationships  
 

Interactions within SST  The purpose and frequency of these interactions 

CEO/Operations Manager  • Attending meetings as required with CEO or Operations Manager to 
provide feedback of issues, and discuss long term planning.  

Senior Property Supervisor  
• Daily interaction to plan and co-ordinate maintenance tasks, receive 

key messages and overall direction, and problem solving 

• Work task and load over site / planning 

Other Stepping Stone Service 

staff 

 • Interaction as required to undertake maintenance tasks in a timely 
and appropriate manner, ensuring sensitivity to resident’s needs.   

• With administration staff, ensure services invoices and other admin. 
needs are met 

SST Clients 
 • Ensure work is carried out in a respectful manner, treating Clients 

as customers 

 
 

External Relationships  
 

Interactions outside of SST  The purpose and frequency of these interactions 

External Contractors 
Trades and others 

 • Service delivery to meet health and building standards and/or 
compliance are met 

Retailers, Public  • To represent SST in a professional manner at all times 
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Key Result Areas  

 

 

Property / Plant  Maintenance 

Outcome 
Undertaking projects, maintenance, and repairs, at the direction 

of the Senior Property Supervisor, to ensure SST achieves a 

professional and regulatory compliant standard of practise  

Key Responsibilities include: 

• General repairs / maintenance of all the Trust property and 
plant undertaken in an economic and timely manner 

• Report repairs/maintenance that require specialist trades 
(e.g. electrical) if these are beyond your skill level or outside 
the regulatory boundaries of a handy person. 

• Prepare and paint rooms in conjunction with trades people 

• Assist trades people as required, for other repairs / 
maintenance as required e.g. plumber, builder, electrician. 

• Ensure Trust properties have an appropriate range of 
working (safe) appliances 

• Ensure the Trust’s vehicles are managed effectively to all 
standards required. 

 

 

Gardening/Landscaping 

Outcome 
The Trust’s properties grounds are well designed, built and to 

ensure both aesthetic pleasure and practical maintenance 

 

Key Responsibilities include 

• Support the Gardener to implement and maintain 
landscaping maintenance as required e.g. 

- General grounds maintenance at SST properties 

- Weeding, pruning, planting, edges, spraying etc. 

- Ensure equipment is safely maintained 

- Ensure risk is managed in all activities 

- Ensure garden waste is effectively disposed of 

 
 

Information Technology 

Outcome 
To ensure effective lines of communication and record keeping 

are maintained 

 

Key Responsibilities include 

• Able to use information technology to manage 
communication and keep records up to date. 

• To respond to phone and email communications 
promptly 

• To provide work records/reports as requested 
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Practical Skill 

Outcome 
Able to support the Trust with practical construction skills; 

building, finishing work to a trades qualification level 

 

Key Responsibilities include 

• Build and maintain property features e.g. seats, decking 

• Ability to function building alterations, shower areas, building 
finishing work e.g. gib stop, paint, sealing application etc. 

• Ensure Trust services have contingency plans covering 
major natural events e.g. snow, flood, earthquake - covering 
heating, service safe access, pumps, grit, generators etc. 

• Repairing minor to medium P&P damage. 

 
 

Regulatory Compliance 

Outcome 
Worked is completed to a standard that ensures all relevant 

regulatory standards are applied and adhered to. 

Key Responsibilities include: 

• All repairs and maintenance undertaken meet the Building 
Act, Health & Safety legislation, SST policy and any other 
legislative requirement, applicable to a community mental 
health service provider 

• To take all practical steps to ensure your safety and the 
safety of others in the work place. 

• To help implement an OSH plan for each worksite, assist 
compliance managing risk, noting hazards and risk in the 
register. 

• Ensure all Building /Vehicles are registered for purposes and 
have current Warrants/Certificate of Fitness, 

• To assist with maintaining buildings to an equal to or better 
than minimum Code of Compliance and CCC Planning 
requirements. 

• Fire Compliance requirements are recorded and kept current 
for all sites and plant 

 

The hours for this role are typically 7.00 a.m. – 3.30 p.m. Mon – Friday. 

Some rostered on call work may be required regarding any urgent property repairs. 

A Trust vehicle for work purposes is supplied for all daily work and for travel to and from your home.  The 

vehicle is not available for private travel outside these hours. 

A work cell phone is supplied for work related calls. 

The Trust will ensure you maintain and/or gain a current First Aid certificate and Site Safe certificate  

A daily tool allowance is paid for access to tools/clothing used, that are owned by you while at work.  This 

covers purchase, maintenance and replacement of any tools. 

The Trust will supply a set of safety boots each 12 months, and safety clothing for day to day wear as 
needed.  This is purchased in conjunction with Operations Manager approval. 
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Working Environment and Physical Demands  

Stepping Stone Trust aims to provide a safe workplace, where nobody is placed in an environment 

or asked to do anything which will result in physical or mental harm.  Here are some of environments 

and potential hazards that might be encountered in this role. 

 

Those in bold represent the likely environments of this position 

Office  Residential facilities Outdoors  

Vehicle Private home Community  
 

Those in bold represent the likely hazards of this position 

PHYSICAL BIOLOGICAL TEMPERATURE 

Hand and portable tools 

Mechanical handling 

Stacking and storage 

Transportation (car etc) 

Confined space / working at 
heights 

Ventilation 

Working at heights in 
walkways and aisles 

Equipment guards 

Energy isolation 

Noise 

Insects 

Bacteria 

Animals (e.g. Rats) 

Extremes of heat or cold  

Hot substances / products 

Fire hazard 

CHEMICAL POWER SYSTEMS 

Chemicals & other 
substances 

Mist 

Dust 

Dangerous Goods 

Electrical 

Hydraulic 

Microwave 

Infra –red, ultraviolet 

PHYSIOLOGICAL 

(Factors that may contribute to 
stress and / or fatigue) 

VIBRATIONS LIGHTING 

Periods of significantly 
increased intensity or 
duration of workload  

Organisational demands of 
work (e.g. 24 hour 
availability) 

Tight deadlines 

Other (Specify)  

Provision of support to others 
during peak periods. 

Shift work 

Vibrating platforms Lighting levels 

ERGONOMIC EMERGENCY RESPONSE 

Manual handling 

Work station set-up 

Evacuation routes 

Responsible for items to be 
secured e.g. earthquake 
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Those in bold represent the essential physical requirements of this position 

TYPE FREQ. TYPE FREQ. TYPE FREQ. 

Sedentary – sitting  O Stooping  O 
Lifting / manual 
handling  

F 

Pulling  F Kneeling  F Grasping  F 

Crouching  F Typing  F Crawling  O 

Talking  O Reaching F Hearing  F 

Standing  O 
Repetitive hand 
motions 

F Fine finger motions F 

Walking  C Pushing  F Driving  O 

Climbing  O Other – please record:   

Note: C = Constantly: 67-100%; F = Frequently: 34 – 66%; O = Occasionally: 1 – 33%; R = Rarely: 0 – 1% 

 

Those in bold represent the visual requirements of this position 

Close vision Distance vision Colour vision 

Ability to focus VDU No special vision requirements 

 

 

 

Verification  

We agreed that this Position Description accurately reflects the key responsibilities of the position of 

Handy Man at today’s date. 

 

Manager’s Name: 

Manager’s Signature:       Date: 

 

Employee’s Name:  

Employee’s Signature:     Date: 

 

This Position Description will be reviewed at least once a year during the course of the Performance Review Meetings. 

Any changes which need to be made will be signed off by the responsible Senior Management Team member, and 

Human Resources. 

 

 

Handy Person JD and Person Spec.   App. May 2015    Review Due  May 2016 
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General Competencies (behaviours) and attributes 

Alignment to Core Values 

• Personal alignment to the vision, mission and core 
values of SST reflect through a personal faith journey 

• Ability to promote a work culture based on Christian 
values and encourage where appropriate the Christian 
faith journey of all staff and service users 

Teamwork 

• Maintains healthy relationships in teams that positively 
influence client and organisational culture 

• Able to handle conflict; uses positive relationships to 
achieve outcomes 

• Works collaboratively 

Teachable 
• Desires to learn best practice; follows instruction 

• Can implement others ideas 

Communication 

• Develops rapport easily; addresses issues positively 

• Able to discuss strategic and sensitive issues 

• Shares Knowledge 

• Able to effectively communicate with a range or people 
including MH clients, staff and management 

Adaptability • Ability to respond to changing priorities 

 

 

Person Specification 

Handy Person 

Education and Qualifications 

For this position you will have proven skills, experience and knowledge of property maintenance 

in a range of tasks.  This would preferably be supported by formal training, qualifications and/or 

demonstrated work place experience. 

The ability to demonstrate problem solving skills is essential, as is effective time management 

skills 

Technical or Professional Knowledge, Skills and Experience 

Construction 

• Experience of involvement on building construction, 
maintenance and/or allied trade projects   

• To maintain a current full drivers licence, Site Safe 
certificate and First Aid certificate. 

• Access to and ability to utilise tools required for the role. 

Self-Management 
• Ability to prioritise tasks 

• Demonstrates a  problem solving aptitude  

Administration 
• Ability to co-ordinate administrative functions to ensure 

timely record keeping 

Mental Health Context 

• Able to show affinity/empathy with our client group 

• Able to work within a MH residential environment 

• Willing to complete introductory MH training 


