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Job Description
	For HRU use only
	Ref: DBS3886


	Directorate
	Commissioning and Asset Management

	Section/Location
	Facilities and Fair Access

	Post Title
	Facilities Assistant

	Permanent/Temp
	Permanent

	Grade
	Grade 4

	Responsible to
	Chef

	Responsible for
	N/A

	Job Purpose

	To carry support the day to day operation of the facilities team, specifically in relation to transportation of food from a central production kitchen to outlying schools including some outside of North Tyneside.  The job involves lifting and moving boxes of hot and cold food and transporting other items around the borough as and when required.  The post will also be required to assist the Facilities team with any other duties of a similar level whilst maintaining a high standard of customer service. 

To work as a team member contributing to meeting team targets and objectives.

To act in accordance with the Council’s Health & Safety and Equal Opportunities Policies and all other Council policies and plans.



	Job Content

	· Taking responsibility for the safe driving and operation of a Council vehicle in line with instructions and training provided and ensuring that route schedules and timetables are adhered to.

· Assisting in the supervision and maintenance of day to day processes and routines on the vehicle or at other service points, including security and maintenance.

· Undertake daily / weekly routine maintenance including vehicle checks, refuelling and external / internal cleaning.

· Deliver the vehicle to the Council workshop and other locations for servicing and testing and undertaking other tasks relevant to the safe operation of the vehicle.

· Effectively deal with customer enquiries in a polite, helpful, positive and caring manner.

· Deliver a high quality service to customers including daily meal deliveries and collection as well as ad hoc hospitality. This will involve lifting and moving large insulated boxes containing hot food.

· Delivery of other items including items for “one off’ events to school kitchens as required.

· Assist with room set ups for meetings and events as required.

· Act on customer feedback to improve services and refer to the Facilities Manager on site for further action as appropriate.

· Actively contribute to the successful achievement of service and corporate targets and objectives.

· Demonstrate a strong commitment to achieving individual objectives as set out in IPR’s.

· Actively participate in team discussions and contribute to general service development and project work as required.

· Positively contribute to the promotion of Council services and work with other partner agencies as required.

· Be aware of individual responsibilities in relation to Health & Safety and carry out routine checks as required.

· Ensure awareness of and compliance with all policies, regulations, guidelines and procedures appropriate to the level of responsibility of this post.

· Maintain personal development, training and awareness appropriate to the level of the post, in line with the Council’s commitment to staff training and development including use of the Learning Pool and BMS.

· This list is typical of the level of duties expected of the post holder. It is not exhaustive and other facilities team duties of a similar type and level will be required.



	Performance Standards

	· Ability to work to strict deadlines.

· To ensure that agreed targets and standards are achieved.

· Ability to work under pressure

· Delivery of high quality customer service

· To actively contribute to IPR discussion with line manager 

· To help identify own personal training and development needs

· To be polite at all times

· To ensure safeguarding standards are maintained at all times.



	Working Conditions

	· Variable hours of work to suit the needs of the business.

· The routes operate across the whole area of North Tyneside Council.

· To be located at any site within North Tyneside Council. 

· Working outdoors on occasions

· North Tyneside Council operates a strict no smoking policy

· Staff dress code in operation




	Factor
	Essential
	Desirable
	Assessment means

	Skills and Knowledge
	Able to demonstrate ability to drive appropriate vehicles.

Able to demonstrate awareness and knowledge of appropriate legislation.

Able to demonstrate and maintain high levels of customer service through engaging with customers.

Excellent communication and interpersonal skills.

Excellent organisational skills

Ability to prioritise and plan own work.

Ability to work to tight deadlines and under pressure.

Ability to work as part of a team

Ability to follow instructions and work independently.

Able to use own initiative to solve problems.

Sound literacy and numeracy skills

Ability to support colleagues through change in a positive and sensitive manner.

Take responsibility for Health & Safety for self and colleagues within the context of the post.
	Ability to use a computer with a knowledge of MS office applications or similar, internet searching and ability to use email.


	Application form

Interview

References

Full Driving Licence


	Qualifications and Training
	Maths and English to GCSE standard or equivalent.


	Level 2 Food Safety 


	Application form

Certificates

Interview


	Experience
	Experience of driving

Experience of working in a busy customer service environment.


	
	Application form

Interview

References


	Special Requirements
	Flexible approach to work pattern. Post holder required to meet the needs of the business across a variety of opening times

Must be able to lift and handle and carry reasonably heavy objects using trolleys to support where appropriate.

Must be able to assist with setting up of rooms (including school dining rooms) for special events including assistance with putting up tables and chairs.
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