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Job SUMMARY


	JOB TITLE: Facility Services Co-ordinator (High Schools)
	POST NO(S): Generic

	JOB PROFILE: Operations & Craft (B) 5 – Grade 5

	SECTION/UNIT: Facilities Services

	DIVISION: Corporate Resources

	REPORTING TO: FACILITY SERVICES OFFICER

	REPONSIBLE FOR: NONE

	JOB PURPOSE:
As one of a team of shift working Facility Service Co-ordinators you will be responsible for the delivery of the Facility Service in a High School, this will encompass control and delegating of staffing tasks, ordering of provisions, stock levels and the daily maintenance and checking of all machinery and equipment

To work shift times, early morning shift, middle shift and late shift 5 days per week on a rota basis and includes weekend cover as and when necessary

To be responsible for the opening of the building early morning and/or for the closing and security of the building in the evening including the checking of the building heating, CCTV, and any plant equipment

Be responsible for the day-to-day security and maintenance of a Secondary/Community High School and the roster of cleaning duties across the associated schools cluster. 

	MAIN DUTIES:

Responsible for ensuring that all jobs and tasks undertaken by Facility Service staff in the building comply with all health & safety legislation, ISO 9001:2008 quality policies and procedures, COSHH legislation, service operational procedures and the Service Level Agreement
Responsible for the efficient operation of a location/site Facility Service including setting up rooms for lets and liaising with the various letting groups and Education admin

 Undertaking some basic maintenance e.g. fixing door knobs, changing light bulbs, re fixing coat hooks etc. And as agreed with property maintenance

Ensure the outside environment is clean and safe for use, e.g. undertake/organise litter picking, snow/ice clearance as appropriate.

Being the first point of contact for any cluster unit to maintain cleaning and hygiene standards, prioritising ad-hoc tasks and day works.

Clean bodily fluid spills within the school e.g. vomit, blood. 

To ensure that pre-planned tasks within the High School are efficiently done and access is available for tradesmen, contractors and lets.  Liaise with Property services regarding planned maintenance and ensure all users, workmen, etc. observe health and safety regulations.  Report substandard work to the Facilities Service Officer.

Liaise with the Head of Establishment to ensure that service delivery standards are maintained and that the school maintenance, closure and work programmes are agreed

Monitor the accommodation lets and recommending changes to improve operational efficiency

To ensure all stock levels are properly maintained and that perishable goods are regularly checked and rotated to avoid wastage; undertake stocktaking duties to meet a designated timetable.

Undertake cleaning and maintenance duties to high standards of hygiene which comply with Health and Safety regulations using where appropriate the necessary powered equipment

Supervise the facilities service staff in the school by:

· arranging the operational roster to provide cover/security of the premises ;

· undertaking, organising and monitoring training within the cluster to designated standards;

· approve annual leave and flexi request;

· act as the first point of contact for advice and guidance to staff, referring to the Facilities Services Officer as appropriate;

· supervising and appraising the quality of staff performance;

· Exercise responsibility for FS staff discipline within the High School on a day to day basis,

· Be the first point of contact for FS staff with any queries

Maintain stock levels and regularly check that perishable goods are rotated to avoid wastage; undertake stocktaking duties to meet a designated timetable.  Collate stocktaking results for the cluster and investigate over usage.

Undertake cleaning and maintenance duties to high standards of hygiene which comply with Health and Safety regulations using where appropriate the necessary powered equipment

Ensure that all internal /external rubbish bins are emptied on a daily bases into refuse sacks and lifted to an outside container or to a central point for collection

To ensure that all order/invoicing procedures, staff timesheets, day work requests, chemical and janitorial stock documentation are properly maintained up-to-date and that appropriate returns are made to the Facility Services Head Office on a weekly basis.

Any other appropriate duties as designated by the Facilities Services Officer.


	KNOWLEDGE

The British Institute of Cleaning Science, C.O.P.C. Stage 2 is essential and a certificate for SVQ level 2 in supervision or equivalent or demonstrating a proven track record as a supervisor in a Facility Services environment is essential.

Jobholders must have experience demonstrating an ability to plan maintenance programmes, implement work rosters, delegate duties and to undertake a range of demanding tasks.

It is essential jobholders can demonstrate some basic do it yourself skill/experience.  Ideally jobholders will also have experience in working in a supervisory level in a facility Services environment  
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