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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Facilities Support Officer – The Word
GRADE:


Band 4
RESPONSIBLE TO:
Principal Librarian
Overall Objectives of the Post:

To provide a high quality, responsive facility support service in relation to The Word building including room layouts, customer assistance, issuing door access cards, ensuring the building is safe by means of a facility checklist.

Key Tasks of the Post:

1. You will be responsible for providing a high quality, responsive facility support service at The Word.  You will:
· As key holder, be responsible for opening up The Word building in accordance with the opening up procedure, on occasions you may also be required to lock the building.
· Carry out checks of all areas and complete a facility checklist.
· Switch on all equipment in accordance with manufacturers recommendations.

· Be responsible for reporting repairs to ensure the building remains operational and safe.

· Demonstrate a working knowledge of the location of utility points within the building.
· Carry out cleaning duties across the building including external areas to ensure an exemplary visitor experience. 

· Ensure the removal and disposal of rubbish on a daily basis from operational areas of the building.
· Ensure that toilets and washing facilities are stocked with toiletries and paper towels.  Ensuring that hand-drying facilities are in working order.
· Respond to incidents where cleaning or maintenance is required on an ad hoc or emergency basis.
· Provide facility support assistance to The Word staff as and when required.

· Provide front of house services, to ensure civic pride principles are met and visitors to the premises leave with a positive experience.
· Be responsible for setting up rooms to customer specifications and returning to standard layout after use.
· Respond to customer requests for assistance, prioritising where necessary, and using mobile communications to remain in contact with Team Management.  (Customers include Team Management, Council Officers, Elected Members and Members of the Public).
· Be required to fully understand the emergency evacuation procedures.

· Be required to have knowledge of the BMS and CCTV system and report any issues to management.

· Undertake all duties in line with relevant health and safety requirements and COSHH regulations.

· Provide exceptional standards of customer care and service at all times.
· Monitor customer usage of the building and its facilities being particularly vigilant for anti-social behaviour, acts of vandalism and child/vulnerable adult’s protection issues.

· Be smart and presentable at all times and wear the correct uniform which complies with leisure portfolio standards.
· Participate in the induction and training of new facility staff to ensure a high level of competency is maintained.
· Protect the image and reputation of South Tyneside Council and its leisure portfolio by positively promoting and representing South Tyneside Council Cultural Services at all times. 
· Be expected to attend, whenever reasonably practicable, occasional training or meetings when organised outside normal working hours.
All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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