







Job Description and Employee Specification [Facilities Assistant]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Facility Support Services


	Job Title:
	Facilities Assistant


	Responsible to:
	Area Facilities Officer


	Grade:
	NLC3


	Conditions of Service:
	SJC


	Job Evaluation Reference:

	

	Date of last review:
	


	Job Outline

Responsible to the Area Facilities Officer for the effective and efficient provision of facility services. Working in a cluster, and travelling between schools within the cluster, you will assist in delivering a safe, secure, and well-maintained environment within the school/buildings and surrounding areas. Delivering a high quality, professional service maximising resources and achieving positive outcomes that meet the needs of our customers and service users. 


	Main Duties and Responsibilities

Generic Duties:

1. Undertaking administrative tasks as required for example maintaining paper and computerised records, e.g. timesheets, key logs, inspection schedules and mail. Adhering to work schedules and ensuring allocated tasks are carried out as directed.

2. Providing excellent customer care and communicating effectively with customers at all times including processing and taking appropriate action in relation to non-pupil complaints in line with procedures

3. Working with the facilities team, preparing for let bookings and liaising with let groups where required. Ensuring building access, areas are clean and tidy, setting up rooms, and returning the area to its proper condition.

4. Complying with the Council’s Child Protection procedures and, when onsite, undertake adult presence responsibilities at periods were children are on breaks and facilitate bus arrival and departure in accordance with appropriate procedures.

5. Complying with health & safety legislation/service procedures ensuring that all activates are undertaken in line with the approved risk assessments, safe systems of work, manual handling and COSHH assessments. Ensuring all contractors adhere to Health & Safety at Work etc. Act 1974. All contractors should sign in and out and gain access to the Asbestos Register prior to commencing any work.




Building Control and Security

6. Undertaking safety and security checks including Fire Alarm Checks, Fire Safety Checks, Fire Evacuation Drills, SC21 Sprinkler systems, security lighting, intruder alarm and CCTV systems checks, in line with schedules and maintaining accurate records of these.

7. Key holding including responsibility for call outs, opening schools/ buildings and ensuring they are secured at the end of the working day. Including checking all windows/ fire exit doors. 

Facilities Management 

8. Ensuring the environment is safe, clean and tidy, free from any litter and/or trip hazards including maintaining waste/recycling areas and outside bins/skips. Dealing with spillages and sickness as required. 

9. Set up/clear out halls/sports facilities/public areas in line with planned activities/events, including the removal/storage of chairs/tables and erecting/dismantling stages/platforms.

10. Undertaking cleaning duties, ensuring that facilities are maintained to a high standard of cleanliness and presentation and that all cleaning equipment is well maintained, reporting any repairs in accordance with procedures.

11. Where required undertaking minor maintenance within facilities.

12. Assisting with school deliveries/collections, undertaking porterage requirements and decanting rooms as required. 

13. Dealing with adverse weather/wet conditions, specifically responsible for mopping external door entrances and erecting wet floor signage where required. Undertaking snow/ice clearance/gritting, using appropriate equipment and in line with the winter guidance procedures, storage of salt and maintenance of grit bins.  

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	
	
	
	Verification/Application Form/Interview

	· Relevant qualification e.g. facilities, H&S
	
	X
	

	




	
	
	

	
	
	
	

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Experience of working in a customer focused environment
· Experience of dealing with members of the public
	X


X
	
	Application Form/Interview

	· Experience of working within a facilities management environment
	
	X
	

	· Experience of addressing issues and problems with customers and members of the public
	
	X
	

	· Experience undertaking security checks
	
	X
	

	· Experience of undertaking building cleaning duties
· Experience of undertaking minor maintenance and repair work
	
	X


X
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Administrative skills
	X
	
	Application Form/Interview

	· Good communication skills
	X
	
	

	· Basic IT skills
	X
	
	

	· Understanding of Health and safety requirements
	
	X
	

	· Knowledge of child protection regulations and procedures
	
	x
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Self motivated
	X

	
	Application Form/Interview

	· Flexible approach to work
	X
	
	

	· Customer focused
	X
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	OTHER
· Satisfactory PVG scheme membership (Protected Child)
	X
	
	Application will be processed by the Council for successful candidates and must be attained prior to commencing employment
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