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Role Profile

	Role Details


	Job Title
	Facilities Officer - Peripatetic
	Service 
	Facilities Management

	Directorate
	Place, Neighbourhood & Corporate Assets
	Reporting to
	Corporate Operations Co-ordinator

	Grade 
	4 indicative 
(subject to Job Evaluation)
	Hours: 35
	Salary will be pro-rated for less than 37 hours per week

	Work Location
	Various 


Role Purpose 
· Contribute to the effective provision of the Assets and Facilities Service, to all internal and external customers, ensuring all SLA’s are met and contributing to the continuous improvement of service delivery and the performance of the Facilities Management team.
· Support Facilities Management in delivering its service objectives by undertaking the following duties are required:
Porterage, building and ground cleaning, janitorial services, school crossing patrol, building security, emergency           call out and letting.
· Contribute to achievement of Facilities Management objectives and standards by supporting teamwork and flexibility, contributing to the overall success of the Council.

· Work towards the continuous improvement of service delivery and performance of the Facilities Management Team   
Role Accountabilities & Key Activities
Facility Management Operations

· Contribute to the provision of a quality Assets & Facilities Service by meeting all appropriate SLA’s in relation to janitorial, building and grounds cleaning, school crossing patrol, security, porterage, emergency call out and letting and any other related services to ensure SLA’s are met and that the provision of a quality service is consistent meeting all customer expectations
· Provide cover as required by the service and as directed by the Corporate Operations Coordinator across the Council area in relation to Janitorial duties, School Crossing Patrol, Cleaning, Porterage, Emergency Call out, Security and Letting or any other related FM services.
· Respond to complaints appropriately and where applicable bring to the attention of the Corporate Operations Co-ordinator
Compliance

· Assist in the maintenance of a safe environment for employees within Facilities Management and other service users within the Council by having regard to all Health and Safety legislation, local agreements and Council Policy and Procedures.
Relationship Management 
· Establish and maintain excellent working relationships with all customers by participating effectively in the development of a mutual understanding of needs whilst assisting in ensuring performance against agreed standards and objectives.
Customer Service Delivery 
· Communicate with key stakeholders in identifying and taking action to meet the needs of different customer groups. 

· Manage customer expectations by responding and prioritising customer requests, taking account of other work demands.

· Support a customer focused culture in service delivery and improvement to enhance the performance of the organisation.
Team Working & Relationships

· Support good working relationships by offering advice, encouragement and assistance to enhance overall team performance.

· Communicate within the Facilities Management Team by being open, approachable, and developing working relationships with fellow team members.
· Work to achieve team objectives by developing strong working relationships with stakeholders. 
Corporate Responsibility

· Adopt Champion Roles as allocated in line with Council Corporate Objectives.  
Best Value 
· Contribute to the performance of the Facilities Management Team by achieving individual and contribute to team objectives.

Best Practice
· Share best practice with team members to improve Facilities Management performance. 

· Demonstrate personal commitment to tasks and objectives routinely delivering a first class service to all customers.
· Work with pride and commitment to achieve high personal and professional standards delivering individual, team and organisational goals in line with corporate objectives.
Context 
	Location:

	In line with the contractual terms for East Dunbartonshire Council employees: 

· Normal work base will be: Various locations 

	Mobility:

	As per the contractual terms: 

· You may however be required to work in other locations within the Council, either on a temporary or permanent basis, where the Council has a requirement for your service.

	Terms & Conditions Applicable to the Role:


	LGE
	(

	
	Craft 
	

	
	LNCT (McCrone)
	

	Role Status:


	Permanent 
	(

	
	Temporary
	

	
	Casual 
	

	
	Sessional 
	

	Working Hours:

(per week)
	35 hours
	(

	
	37 hours 
	

	
	Other  (please specify)
	

	Work Pattern:
	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Start Time
	7am – 3pm

2pm – 10pm
	7am – 3pm

2pm – 10pm
	7am – 3pm

2pm – 10pm 
	7am – 3pm

2pm – 10pm 
	7am – 3pm

2pm – 10pm 
	To suit lets
	To suit lets

	
	Finish Time
	
	
	
	
	
	
	

	
	Unpaid Break 
	1 Hr
	1 Hr
	1Hr
	1 Hr
	1Hr
	
	

	
	Total Daily Hours 
	7hrs
	7hrs
	7hrs
	7hrs
	7hrs
	
	

	
	Non-fixed work pattern (e.g. annualised hours)

(please describe)
	

	Shift Pattern:


	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun

	
	Days to be worked
	
	
	
	
	
	
	

	
	No of hours to be worked per day
	7
	7
	7
	7
	7
	7
	7

	
	Over how many weeks 
	Two week – alternative day and back shift.  Weekend cover to suit lets.

	
	Other relevant information:
	Working 5 days over 7.
35 hours per week 

	52 Weeks

	52 Weeks 
	(

	Requirement to work out with normal work/shift pattern:
	Yes 
	To meet business requirements will be expected to work at times or where meetings are being held which require attendance. This may include hours out with core hours indicated in the work pattern

	
	If ‘yes’ please give details 
	

	
	No
	

	Is this role suitable for Job Share:
	Yes 
	(

	
	No
	

	
	If ‘no’ please give details
	

	Contractual Overtime Requirements: 


	Not Applicable 
	(

	
	Yes

Please Specify no of Hours (per week)
	

	Stand-By Rota:


	Yes 
	(

	
	If Yes, describe frequency
	

	
	No        
	

	Externally Funded:


	Yes    
	

	
	If Yes, specify the funding stream
	

	
	If Yes, specify length of funding 
	

	
	No 
	(

	Disclosure:


	Not Applicable 
	

	
	Level 1
	

	
	Level 2
	

	
	Level 2 with barred list check
	

	
	PVG Children
	(

	
	PVG Adults
	(

	Criminal Convictions:


	n/a

	Proper Officer:


	n/a

	Politically Restricted:


	n/a


Key Relationships 
· As a member of the Facilities Management Service, the role has accountability for the contribution to FM Service objectives.

· The role will work flexibly with team members to share best practice and achieve team priorities.

· On a day-to-day basis, the job holder will be required to use initiative to progress day-to-day activities. More complex issues will be referred to the Corporate Operations Coordinator.

· Given the nature of the role, key relationships will include:

· Internal and External Customers

· Frequent contact with Managers and employees
· Visitors and the community of East Dunbartonshire Council
· Head Teachers
Building Users



Personal Specification 
	Personal Specification
	Essential (must have)
	Desirable (would like to have)


	KNOWLEDGE
	· Knowledge and understanding of current legislation and regulations which affect the Facilities Management Service.
· Knowledge and understanding of Council Policies and procedures relevant to Facilities Management Services

· Sound knowledge of role accountability areas 
	· Practical knowledge of the role or similar roles


	SKILLS
	· Excellent organisation and coordination skills 
· Good written and oral coordination skills
· Good interpersonal & motivational skills
· Time management skills
· Ability to work to deadlines
· Able to work on own initiative
· General ICT Skills


	

	EXPERIENCE


	· Customer service delivery
· Demonstrable experience across a number of the role activities 

	· Previous experience of undertaking cleaning, Janitorial services, School Crossing Patrol duties 

	EDUCATION/

TRAINING


	
	· BICS, School Crossing Patrol TrainingHealth and Safety training

· Ladder Training 

· Customer Care training



	PERSONAL QUALITIES
	· Reliability, punctuality
· Self- motivated
· Can-do attitude 
· Flexible Approach
· Adaptable
· Approachable – customer focused
· Team player
· Ability to work on own initiative
· Ability to work under pressure
· Ability to work with minimum supervision
· Inclusive and respectful
	

	DRIVING LICENCE


	 Full Driving Licence
	· 
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