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Job Description

Post Title:  Facilities Assistant
Salary Range Points: £16,636.00 - £20,461.00 (Points HS014 – HS021)
Job purpose:  
Working as part of a busy Estates and Facilities team, post holders will provide a range of services to support all users of the College facilities ensuring the College and its students, staff, visitors and contractors have a safe and comfortable environment to work from.
Duties and Responsibilities:
Security

· To have a full knowledge of the procedure for opening of all buildings and ensuring that buildings are locked daily with intruder alarms activated or deactivated as required, while checking that all unnecessary lights and equipment have been switched off and windows closed and secured.

· To patrol all College premises and property on foot with a view to ensuring security of areas and providing a visible security presence.

· To complete daily student and staff ID checks at morning, lunch and afternoon breaks (as applicable), and to provide an external presence.

· To ensure that buildings are as safe and secure as possible particularly when operating late shifts.

· To assist in maintaining order and discipline in the student population in non-teaching spaces.  To identify any potential problems/incidents and defuse situations in line with Calderdale College procedures.

· To monitor, record and report on all infringements of all associated policies.

· To monitor the College CCTV system in line with data protection procedures and to respond to any incidents, as required.  To report any problems or defects with any of the equipment and to liaise with the Police as required. 
· To manage and monitor the use of the college car parks, and spaces designated for visitors and disabled persons, to ensure those parking are authorised users. 
· Ensure the College’s safeguarding arrangements are complied with and promote a safe learning environment.
· To ensure that car parking has been organised for any external or internal events.
Reactive works and Portering duties
· To provide portering services between and to the College departments, specifically, to ensure that all parcels within the College are correctly delivered, and signed for, to relevant departments within the college.

· To work from the College Helpdesk system to log, update and action requests, in-line with department policy and service levels, as instructed by the Facilities Supervisor/Maintenance Supervisor.

· To carry out regular manual handling duties and assist with office moves.

· To set up rooms as required for college events and activities e.g. open days, exams.
· Occasional ‘out of hours’ attendance may be required in response to emergency situations.
Grounds Maintenance

· To keep all landscaped areas, paths and car parks within the premises boundaries clear and free of litter (excluding those external areas covered by the cleaning team).
· To ensure safe movement around the campus; clearing entrances, roadways and pathways of obstructions and in adverse weather conditions to ensure they are clear of ice, snow or other hazards.
Building Maintenance

· Carry out planned preventative maintenance (PPM) in accordance with the College PPM schedule, ensuring accurate records are maintained and defect reports produced as required.

· To carry out minor building repairs and works, for example fixing locks and door handles, changing light bulbs, unblocking toilets, sinks and drains, minor decoration, fixing blinds and co-ordinating any required emergency repairs.

· To use small power and hand tools in a safe manner.
·  Able to occasionally work at heights when carrying out minor repairs/maintenance. 
· To regularly inspect the College premises and raise helpdesk requests for any defects observed, in order that repairs can be organised.
· To perform initial diagnosis of mechanical and electrical faults and isolate equipment and supply sources if necessary.

Other duties

· To report any damage or defects found on any site either internally or externally on the Estates and Facilities helpdesk system.

· To be a First Aider and part of the emergency evacuation team.

· To undertake any other associated duties as appropriate from time to time assigned by the Maintenance Supervisor, Facilities Supervisor or Estates and Facilities Manager.
· Work on a shift rota for 37 hours per week, Monday-Friday between 7am-9.30pm 
· To provide occasional cover at weekends as required, to meet the needs of the business.
· Willingness to travel to and work at all locations where the College provide a service.
Line Management Responsibility: 
· None 
Reports to:
· Maintenance Supervisor
Contacts (Internal and External):

External

· Visitors
· Suppliers/Contractors
· Commercial customers

Internal

· Staff
· Students
Holidays
The basic holiday entitlement is 25 days plus 8 statutory days of which up to the equivalent of 5 days can be directed by management.  The holiday year is from September to August.

Health & Safety

The post holder is required to maintain and promote a positive attitude to health and safety and to comply with and ensure compliance with health and safety codes of practice for the safety and wellbeing of learners and staff.

Equality & Diversity

The College has a strong commitment to working towards the implementation of equality of opportunity in both service delivery and employment.  The College’s mission and strategic objectives directly support this aim. All employees are required to actively support the development, dissemination and implementation of this aim and related policies and programmes.

Safeguarding of Children and Vulnerable Adults

The College is committed to safeguarding and promotes the welfare of all learners and expects its staff to share this commitment.  Employment at the College is subject to an Enhanced DBS check and any post involving regulated activity will also be subject to a barred list check
Advisory notes:

This job description is intended to include the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but while some variations will be expected, these will be at an appropriate level for the role. This job description is a reflection of the current duties of the post and may be subject to changes in the future following consultation with the post holder.
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	Facilities Assistant

Applicant Number:

ESSENTIAL / DESIRABLE
	EVIDENCE

Application, Presentation, Interview
	Score at Shortlist

0-4

	Experience
	ESSENTIAL:

· Demonstrable experience in a Facilities or other similar operational role; with evidence of high performance in previous roles being required
· Experience of providing customer focussed services
· Experience of working from online Helpdesk systems and to service level agreements
· Knowledge of the services provided and expected of a modern facilities management team
· Experience of dealing with a range of situations involving people of all age-groups
· Experience of working from written procedures and guidelines, including risk assessments and method statements
· Experience of using small electrical and hand tools and making minor repairs
· Experience of identifying and diagnosing mechanical and electrical issues
· Experience of performing minor building repairs and works, for example fixing/installing locks and door handles, changing light bulbs, unblocking toilets, sinks and drains, minor decoration, fixing blinds and co-ordinating any required emergency repairs
DESIRABLE:

· Health and Safety awareness

· Environmental and sustainability awareness
· Previous work experience in an education environment
· Experience of working with the public and experience of working with young people

	· Application and Interview
· Application and Interview

· Application and Interview

· Application and Interview

· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview

· Application and Interview
· Application and Interview

· Application and Interview

· Application and Interview


	

	Education
 & Training
	ESSENTIAL:

· A good standard of education including literacy and numeracy to level 2

· Current valid full driving licence

· Level 2 qualification in Customer Care (or willingness to achieve this within 12 months)
· Valid SIA licence (or willing to undertake training)

DESIRABLE:
· First Aid at Work qualification

· Manual handling training
· Working at Heights training


	· Application

· Application

· Application

· Application

· Application

· Application
	· 


	Skills/Knowledge/Abilities
	ESSENTIAL:

· Excellent interpersonal skills with the ability to communicate effectively and confidently face to face, on the telephone and in writing
· Ability to work on own initiative and to support and assist team members
· Ability to make a positive contribution to the team, valuing and respecting others’ expertise
· Ability to promote the College’s outstanding reputation and carry out College business appropriately and professionally at all times
· Ability to deal with difficult and sensitive situations
· Ability to work independently and on initiative with minimum supervision
· Ability to organise and prioritise own workload to meet deadlines
· Knowledge and ability to work safely and identify potential risks arising within facilities services
· Ability to defuse potentially difficult situations in a calm and appropriate manner
· Ability to follow verbal and written instructions
· Must be a confident user of IT systems and Microsoft Office suite
· Ability to work flexibly to suit business needs
· A supportive and positive approach with a ‘Can do’ attitude

	· Application  and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview

· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
· Application and Interview
	

	Additional Factors
	ESSENTIAL:

· Committed to the principles of inclusiveness and equality and diversity

· Commitment to safeguarding and promoting the welfare of young people and vulnerable adults.

· Commitment to working in accordance with the College’s policies and procedures
· Must be committed to and uphold the College’s corporate values

· Commitment to participate in staff development 
· Must be willing to attend court as required to provide witness statements pertaining to incidents on college sites

	· Application 

· Application 

· Application 

· Application

· Application

· Application


	


Person Specification


0 = No Evidence     1 = Limited Evidence     2 = Adequate Evidence    


 3 = Substantial Evidence     4 = Significant Evidence











