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RENFREWSHIRE COUNCIL

ENVIRONMENT, HOUSING & INFRASTRUCTURE

JOB OUTLINE

	SERVICE:   
	Environment, Housing & Infrastructure
	SECTION:
	FM Support Services

	POST TITLE:
	Facilities Coordinator (Support Services - Repairs & Compliance)
	POST ID:

	

	GRADE:

	GR08
	LOCATION:

	Underwood Road/ Renfrewshire 
House

	REPORTING TO:
	Facilities Manager


	       
	PRINCIPAL ROLE:

	To work within the Support Services section through the management of compliance categories and property repairs to a designated property portfolio.
Undertake management and liason with contractors, clients and property occupiers in the provision of a compliance and repairs service.
Ensure the accurate provision of information within the CAMIS system.
You will ensure service/corporate outcomes and targets are delivered to a consistently high standard.


     
Key tasks for which the postholder will be responsible:

1. Implement duties associated with a building repairs & compliance service, to ensure the Council fulfils its statutory obligations and to deliver on the objectives of the wider council plan(s).

2. Develop and implement building related contractual agreements and Planned Preventative Maintenance standards associated with all forms of building related repairs and compliance – electrical, plumbing, joinery, roofing, construction etc.  Monitor contractor progress and ensure that outcomes and targets are achieved and delivered to a consistently high standard.

3. Access and utilise repairs and compliance information contained within the councils property management system (CAMIS) and utilise this information to assist in effective day to day/planned works management.
4. Use compliance reports sourced from CAMIS to maintain compliance status, identifying areas of non-compliance, taking necessary steps to resolve.
5. From compliance reports, undertake performance review meetings with internal or external contractors, with recorded outcomes. To organise and control compliance certification and service documentation, to ensure programmed completion dates are met. 
6. Assist Facilities Officers/Managers and the Lead FM manager in preparing compliance contract documentation and to aid corporate procurement, ensuring all contracts are in place with effective monitoring.
7. Demonstrate and train on the functionality of CAMIS reporters on site. Demonstrate as requested, site access to full compliance records and repairs.
8. Allocate works requests within CAMIS system to appropriate categories and contractors.
9. Lead meetings when deputising for Facilities Officers/managers with clients and contractors as required.
10. Work with Facilities Officers to ensure all repair requests are evaluated to meet budget constraints. Provide budget reports in conjunction with Facilities Officers.
11. Undertaken management of a delegated budget including invoice review and authorization in line with the councils’ protocols.
12.  Liaise and consult with members of the Health and Safety section on compliance works and building repair works, to ensure statutory obligations are met and safe systems of work are being adhered to. 

13.  Provide input and assistance in completion of risk assessments relevant to implementation of the initiatives.
14.  Engage with members of Property and Technical Services upon new project completion. Ensuring handover documentation is received and site staff have had induction training on all operational systems.
15. Responsibility for the implementation of personnel practice.
16. Ensure site specific compliance certification via CAMIS.
17. Provide timeous responses to all email enquires either directly or via CAMIS alerts mailbox.
18. To carry out property inspections related to building repair works. Implement solutions and manage accordingly. Provide written reports for all survey related work. 
19. Provide written reports via WORD, EXCEL, CAMIS, Business World (and any other council electronic system/portal) when requested to do so.
20. Liaise with helpdesk staff to ensure quality of information is maintained within CAMIS.
21. To carry out ad hoc building repair projects and assignments as required.
22. Organise data preparation, tasks and resources.
23. Exercise other such duties as the Council or the Head of Facilities Management may direct.
24. To adhere to the Council’s commitment to health and safety, supporting attendance, equal opportunities and compliance with all relevant policies.

	This description is indicative of the nature and level of responsibilities associated with this job.  It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 



