Job Description & Person Specification






 



	Post Title
	Facilities Service Operative 

	JE Reference 
	X81
	Grade 
	B+
	SCP Range
	4 - 5



Reporting line:Facilities Services Officer






Facilities Services Operative  






Job Purpose:	
[bookmark: Text20]To provide a Soft FM orientated role where liaison with customers is a key priority. 
Soft FM responsibilities include security, cleaning, front-of-house logistics, post-room services and portering, and as such duties will involve cleaning, small repairs, and maintenance. The role holder will be responsible for fulfilling their duties in compliance with legislation and organisational policies and procedures. At times you may be required to work at various locations located across the borough including schools, residential care homes and youth centres therefore you will be subject to an enhanced DBS check. 


Relationships:	

Accountable to:	Facilities Services Officer

Accountable for: 	N/A

General Contacts:	The post holder will be in regular contact with managers, team leaders, officers from other departments, and members of the public.


Key duties and responsibilities:

1. Complying with health and safety, statutory and environmental legislation, organisational policies, and procedures. This involves logging incidents, checking fire extinguishers, fire alarms, confirming that checks have been carried out. Carrying out health and safety checks and report the findings in accordance with organisational policies.

2. Identify and address FM-related risks, hazards and threats to people, property, and premises in accordance with organisational policies and training. Implement site emergency and evacuation procedures in accordance with site procedures - acting as emergency evacuation, fire marshals.

3. Provide security related FM services. Duties will include the opening and secure closure of council properties including public toilets and SLA partners, including key holder responsibilities. Provide safe access to sites throughout the year, including snow and ice removal. Understand the roles of First Aiders and First Responders and the use of AEDs and ensuring medical supplies are in date and stocked. 
4. Maintain soft FM services. Operate stock management systems (stock checking, replenishment, ordering).  Confirm the correct functioning of equipment used to deliver FM services. Report the findings of premises and equipment inspections. Carry out quality assurance checks to ensure that FM services are delivered to the required standard. Deal with feedback or escalate issues beyond their level of authority in accordance with site or organisational procedure.

5. Provide courier services. Duties will involve the collection and distribution of mail and inter-department stock transfer. Ensuring that recorded mail items are signed for and accounted for throughout internal movement chain. Role holder will need to be manual handling and COSHH aware.

6. Deliver front-of-house services to the organisation and SLA partners such as schools. Provide support to access systems (ID checks, key authorization, security marking, security access data, building security alarm systems, CCTV etc). Ensure communal areas meet required standards of cleanliness and presentation through cleanliness checks, keeping the area tidy and free from hazards, dealing with post, deliveries, acting as a traffic marshal, removing rubbish etc. Ensure service areas are maintained for cleanliness and hygiene (food preparation areas, control rooms, and refuse areas). Support others through the provision of reception services, events organisation, hospitality, room set-up and restoration in accordance the task specification. Report issues and problems in accordance with site or organisational procedure.

7. Support hard FM functions. Log jobs and arrange for repairs and engineering maintenance. Carry out minor repairs and maintenance e.g. changing toner, changing batteries, replenishing stationary, PPM audits. Report the correct operation of FM buildings and conduct minor tasks such as painting, replacing fixtures and fittings and general porterage duties.  

8. Respond to the presence of discarded needles and their associated paraphernalia in line with training given and report instances to their line management.

9. Respond to emergencies, dealing with vandalism and unforeseen incidents and make swift decisive decisions to ensure the safety of themselves and others. Make dynamic risk assessment of the situations they may face and react accordingly.

10. Ensure that the vehicle provided for the role is always in a serviceable condition before, during and after use by undertaking daily checks and reporting all faults as soon as possible. To ensure that all stores and equipment are carried in the vehicle in a safe way.

11. To be prepared to undertake any further training that may arise within the job role.
12. To carry out the role at various locations throughout the borough.


General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post.

2. To ensure that the Council’s corporate Health & Safety policy is followed, and training is undertaken in all pertinent health and safety procedures.

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal

4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives.

7. To ensure the highest standards of customer care are always met.

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers.

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management, and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may need safeguarding.
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this is Redcar & Cleveland

	POST TITLE
	GRADE

	Facilities Service Operative
	B+




	NOTE TO APPLICANTS
Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.



	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of working in a caretaking/cleaning environment.
· Proven success in a team working environment.

	· Working with members of the public.
· Working experience of a post system.
· Working experience of document management.
	A, C, I

	SKILLS AND ABILITIES
	· Ability to undertake general maintenance tasks within a building.
· Competent in written, communication/record-keeping skills.
· Good co-ordinating and organisational skills.
· Good interpersonal skills to ensure that conflict is avoided or resolved effectively.
· Full driving licence,

	·    A proven ability to use Microsoft packages such as Word and Excel for more than simply writing emails or memos. 
· A proven ability to interrogate databases and retrieve information from them (not just inputting).
· A certificate that demonstrates an ability to use modern computer systems, for example the European Computer Driving License (EDCL) or equivalent.
· Demonstrate an understanding of data security issues and controls.
· Proven communication skills.
· Proven success as a team worker.
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Literate and numerate with a good standard of education.
	· Qualifications in building maintenance, e.g. electrical or plumbing qualifications.
· SIA licence.
	A, I C

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including, at times, requirements to work beyond normal working hours.
· Commitment to own continuous personal and professional development.
· Strong team player, committed to an ethos of continuous improvement.
· Ability to work late evenings to ensure security of building and other duties to meet the needs of the service.
	· Evidence of own continuous personal and professional development.

	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users.

	· Evidence of having completed training in equality and diversity awareness.
	A, I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service. 

	· Evidence of surpassing customer expectations or service targets / goals.
	A, I 



METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE
R = REFERENCE
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