	JOB DESCRIPTION & PERSON SPECIFICATION (JDPS)                           



	Job Title:  

	Operational Facilities Assistant 
	Job Evaluation         Reference Number:  
	A5061

	Service:


	Customer Services
	Grade:


	SLGE 5

	Department/Section:


	Commercial Services
	Location:
	Various

	Line Manager (post):

	Operations Officer

	Date JDPS was created / last reviewed / amended:

	July 2026

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan  
3. Argyll & Bute Council Competency Framework   
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To deliver an integrated facilities management service within an operational area, largely providing cleaning and janitorial support. 
This includes overseeing contractors and managing the day-to-day operation of the facilities services within schools and thereby ensuring the cleanliness, safety, security and fire safety of the building during working hours and provide key holding for the activation of fire/burglar alarms or police calls. 
Supporting the FM management team with the running of janitorial and cleaning within schools. This includes ensuring janitorial and cleaning cover is in place, Legionnaire’s checks, fire alarm checks, minor maintenance and assisting with simple enquiries and meeting the needs of visitors and attendees. 
Will also act as key holder for schools within the cluster during holiday periods and carry out

water flushing of those schools during holiday periods.



	Scope / Dimensions: 

Line management / staffing responsibility:  N/A

Budgetary responsibility: N/A


	Job Description:  Main Outcomes required  


	1.
	Planning:  
Support the commercial management team to plan on delivering services effectively and efficiently to service users and customers. 

	2.
	1 Providing a helpful, professional and proactive point of contact for customers and building users whilst delivering a range of Facilities Management services within education premises, in accordance with agreed quality standards and task schedules.
2 Assisting Premises Management in providing a safe and secure environment for all users, ensuring activities are carried out in accordance with recognised procedures, documented safe systems of work (including COSHH), Health and Safety legislation and statutory regulations.
3 Undertaking a range of property management tasks across the premises, including minor repairs and maintenance. Record all activities and report faults in accordance with internal procedures and manufacturers' instructions.
4 Undertaking water hygiene duties, including weekly flushing of sentinel outlets and recording water temperatures, including at remote school sites during school holiday periods.
6. Carrying out routine testing of fire alarms, intruder alarms and emergency/security lighting systems in accordance with manufacturers' instructions.
6.  Ensuring fire regulations are adhered to during working hours, including checking fire safety equipment and reporting any deficiencies to Property Services.
7.  Carrying out basic handyperson duties, including minor repairs to building fabric, fixtures, fittings and furnishings, and inspecting relevant cleaning equipment.
8. Under the direction of the Operational Officer, supporting the security of the premises during working hours, acting as a key holder and being included on the out-of-hours alarm call-out list.
9. Reporting property defects to Property Services, maintaining an accurate defect log and monitoring progress until issues are resolved by Property Services and appointed contractors.
10.  Undertaking general external maintenance of buildings, stores and outbuildings. This includes clearing snow and applying grit as required, litter picking, removing broken glass and debris, and maintaining the cleanliness and tidiness of internal and external areas to ensure a safe environment.
11. Undertaking cleaning duties as required and ensuring that appropriate PPE and COSHH information is available for cleaning teams.
12. Maintaining up-to-date records of key holders, alarm contacts and first aiders, and assisting with rota arrangements as required.
13. Undertaking First Aid and Fire Marshal training and contributing to emergency response procedures, including evacuation plans.
14.  Carrying out planned and reactive cleaning activities to the required standard, replenishing consumables and toilet supplies, and removing waste in accordance with Argyll and Bute Council recycling and environmental policies.
 15. Coaching and mentoring new employees as part of their induction process.
 16. Undertaking key-holding responsibilities and attending emergency callouts as required.



	3.
	Quality:
Support commercial services management team to ensure standards are maintained, improvements developed and issues addressed in a timely manner.
1. Ensure that all areas are cleaned to the required standard specified.

2. Respond to any School’s facilities management in relation to fire or security issues and ensure these are resolved in a timely manner

	4.
	Developing Working Relationships:
1. Provide front line supervision and support to Janitorial and cleaning staff.
2. Ensure that good communications are maintained with the commercial services management team, catering and other building users including any external users. 


	5.
	Health & Safety:

1. All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management. 
2. Advise attendees of fires safety measures of the building and the day when they attend on fire alarm is being tested. 

3. Assist with evacuation of the building in case of emergency. 

4. Log all fire emergency with Health and Safety as per the policy



	6.
	Other duties & responsibilities:

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   



	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	D.1

D.2

	Relevant qualification in cleaning, Health & Safety, Manual Handling or COSHH
First Aid Training

	Experience



	E.1
E.2
D.4
D.3

	Experience of janitorial or caretaking duties 

Experience of key holding for commercial buildings

Experience of using commercial cleaning products

Property Management 



	Specific job-related knowledge  


	E.1

E.2

D.5
D.6

	Knowledge of Health and Safety compliance in relation to cleaning and hygiene

Knowledge working IT equipment
Knowledge of fire safety

Knowledge of security systems, and building safety


	Any additional job-related requirements   


	E.1

	Postholder is required to wear specified protective clothing.

	Competencies   

	E.1
	Level 1


	
	Personal Qualities (Competencies) that are essential at recruitment  stage

	E.1

E.2 
	Able to work well within the team, unde take different tasks as required by the Commercial Management Team

Willing to undertake training as required 
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