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JOB DESCRIPTION TITLE:
PPM Clerk (Planned Preventive Maintenance Clerk)


RESPONSIBLE FOR:


As Below
ACCOUNTABLE TO:
Director of Operations & Maintenance
JOB DESCRIPTION:

1.0 JOB SUMMARY:
Ensure documentation of engineering maintenance and planned preventive maintenance within this modern 300 bed hospital group and its accommodation units.

2.0 DUTIES AND RESPONSIBILITIES:

2.1 Maintain the planned preventive maintenance programme using computer for the hospital and its accommodation units.

2.2 Modifies the above system in conjunction with other engineers and foreman.

2.3 Ensure documentation of purchase requisitions of the department.

2.4 Maintains the department’s computerized records  as necessary and generates reports from these systems.

2.5 Assist in maintaining Total Quality Management Programme of the department.

2.6 Types and compiles department Monthly Report.

2.7 Trains call desk operators.

2.8 Carries out other duties as directed by the O.M.D. Officer.

3.0 HOURS OF WORK:

07:15 – 12:00} Saturday to Wednesday

12:45 – 1700}  

And any other hours to cover emergency work or planned our of hours work.

4.0 REQUIREMENTS:

4.1 Qualifications or Relevant Experience:

4.1.1 College level which is equivalent to 10+2.
4.2 Personal Qualities:

4.2.1 Knowledge and understanding of equipment found in a large modern    hospital will be an advantage.
4.2.2 A good knowledge of computer (Microsoft Word, Microsoft Excel, Microsoft Access).
4.2.3 Good Interpersonal Skills.

4.3 Experience:

4.3.1 2 years experience as a clerk.

5.0 TERMS AND CONDITIONS:
5.1
As laid down by the Hospital Programme, and subject to amendment.



Remuneration will be commensurate with the category indicated above.

N.B.  This job description is not exhaustive and is intended as a general guide.
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