Job description









	Job title: Facilities Officer
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	Department: 		Facilities & Building Services
Service: 			Facilities Management 
Grade: 			Confirmed as grade D
Post reference number: 

	

	1 Job purpose
The Facilities Management operation seeks to deliver a consistent, high standard and customer focussed service in an efficient effective and economic manner.  

It will maintain and improve regulatory compliance for all assets, ensuring the Health & Safety of all building users is protected whilst supporting corporate priorities.

The Facilities Officer will provide a broad range of reactive maintenance and minor works projects across the Council’s portfolio of building assets.

	

	2 Principal duties and responsibilities

	
1. The Facilities Officer will provide a range of reactive maintenance activities and projects, including:
· Space planning (From removing IT, Moving/ assembling furniture, Desk top power set up/ repair and moving floor boxes)
· Carpeting/ Flooring
· Joinery Work 
· Plumbing 
· Painting & decorating (Internal / External)
· Working from MEWPS for required works
· Bricklaying/ Slab Work (On Occasion)
· Tiling
· Repair works to suspended ceiling grid
· Minor lock

2. The post holder will require a broad range of skills to undertake the above activities. 

3. The postholder is responsible for providing practical services to colleagues and visitors within agreed buildings, ensuring that they are effectively supported to enable them to deliver NCC objectives.  The Facilities Officer is the ‘go to’ person for any colleagues practical building related needs during their working day and is required to be proactive and responsive.

4. To undertake a visual inspection of the property at various times of the day whilst completing a schedule of tasks, identifying any areas that require attention and organising an appropriate response, providing information and assistance on facilities and services as needed.

5. To ensure the smooth running of all types of machinery/equipment in an agreed area/building ensuring that breakdowns are rectified at the earliest opportunity to minimise disruption to the ongoing provision of NCC services.

6. To be responsible for ‘day to day’ activities supporting on heating, security systems, locking and unlocking, water testing and recording, checking fire equipment and other building maintenance issues.

7. To assist Facilities & Building Services Colleagues with the Portable Appliance Testing programming and Legionella – water sampling programme at predetermined intervals.

8. To assist in the moving and organisation of office furniture and equipment as part of office accommodation rationalisation strategy and service user requirements.

9. To assist NCC colleagues with the movement of large/heavy materials in the course of their duties and to ensure that Health & Safety of building occupants is given priority at all times.

10. Liaise with contractors on site to ensure proper procedures are carried out relating to Asbestos, Legionella and Hot Works when work is being carried out.

11. To ensure the confidentiality, integrity and availability of corporate information assets and systems and, where appropriate, ensure preventative measures are undertaken to help mitigate the risk of a security incident occurring including reporting any security breaches or exceptions.

12. To transport cash from varying sites to cashiers, in accordance with financial regulations.

13. To set up meeting rooms in accordance with the requirements booked on the Condeco system and to monitor room usage.

14. To facilitate the transfer of ‘off-site’ storage boxes to and from loading bay to identified area where agreed, and ensure hubs are restocked to an agreed schedule/level.

15. To provide support to other Building Services  Management colleagues and respond promptly to requests from the Service Centre in order to improve the effective operation of buildings and to increase customer satisfaction.

16. To build positive relationships across the team and beyond, towards citizens/internal customers and colleagues.

17. To adapt to new ways of working and relevant technology and systems which will improve the delivery of the service.

18. To understand the impact of Nottingham City Councils Equality and Diversity Policy and practice on colleagues and citizens/customers.

19. To support in the evacuation of buildings, support Emergency Planning.


	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

To maintain a personal and professional image at all times and to follow the staff dress code as required by the business needs.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	The post holder will not be required to supervise any colleagues

	

	6 Post holder’s immediate supervisor:  Facilities Management Delivery Manager

	

	Prepared by/author: David King		Date: December 2019

	Job title: Head of Service, FM and Building Services






	
Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.


I understand and accept the job duties and responsibilities contained in this job description.



Signature:								Date:



Person specification





	Job title: Facilities Officer



	Department: 	Commercial & Operational Services
Service: 		Facilities & Building Services
Section:                  Facilities Management
Grade: 
Post reference number: 

	

	Areas of 
responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Occupational/ Technical/ Professional Qualification(s) 
	First Aid at Work Certificate or willing to work towards this.


	
	
	
	
	

	Job specific experience and knowledge
	The jobholder will have to follow many different procedures/ frameworks on a daily basis including.
· H&S at work 
· Asbestos management 
· LOLA
· PEWER
· Legionella awareness
· Lone working 
· Working at heights 
· Daily vehicle safety checks 
· Night time working
	
	









	
	









	

	
	Experience in delivering a broad range of trade skills to at least a basic level, such as: joinery, carpentry, plumbing, tiling, painting & decorating, and general minor repairs
	
	

	
	

	

	
	Experience of delivering building related projects on time, on spec and on cost
	
	
	
	
	

	
	Knowledge of building premises and functions.
	
	
	
	
	

	
	Ability to identify, and deliver, practical solutions to problems.
	
	
	
	
	

	
	Self-motivated, able to use initiative and manage own time.
	
	
	
	
	

	
	Able to maintain an organised daily schedule of activity.
	
	
	
	
	

	Customer Focus

	Experience of engaging with and managing customers’ expectations in a project related scenario.
	
	
	
	
	

	
	Customer service orientation with a desire for continuous improvement actively looks for ways to assist.
	
	
	
	
	

	
	Demonstrates cultural awareness and sensitivity.
	
	
	
	
	

	Communication
	Ability to communicate at all levels and across departments in organisation.
	
	
	
	
	

	
	Demonstrates effective verbal and listening communication skills.
	
	
	
	
	

	
	Able to give practical guidance in the use of various items of equipment.
	
	
	
	
	

	
	Able to stay calm under pressure.
	
	
	
	
	

	
	Demonstrates professional personal presentation.
	
	
	
	
	

	Information Technology

	Knowledge of all items of machinery/equipment within the area of responsibility.
	
	
	
	
	

	Equality & Diversity
	Must demonstrate an awareness and understanding of equality issues and a commitment to the implementation of Nottingham City Council’s Equality and Diversity Policy.
	
	
	
	
	

	Work Related Circumstances
	Must be flexible and reliable and be prepared to work outside normal office hours, on occasion, according to the needs of the organisation.
	
	
	
	

	

	
	The postholder will work both indoors (70%) and outdoors (30%), and work in conditions regularly requiring PPE (eg gloves, dust mask, overalls, inclement weather clothing etc).
	
	
	
	


	

	
	Willingness to comply with the City Council’s non-smoking policy
	
	

	
	

	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: David King 		Date: December 2019

	Job title: Head of Service, FM and Building Services
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