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Generic job description and selection criteria 
	Job title
	Facilities Assistant 

	Department
	

	Grade and salary
	Grade 3


Job description

Overview of the role
Member of the Facilities team with responsibility for carrying out basic maintenance tasks.
Responsibilities/duties 
· Provide a high level of customer service at all times, including handling ad hoc enquiries from building users and other customers in a professional and courteous manner, either resolving or referring on to others as appropriate
· Set up meeting rooms, lecture theatres and other events as required, moving furniture and setting up audio visual aids as required

· Carry out basic repairs and maintenance to buildings and equipment 

· Supervise and assist in general cleaning duties as required in the buildings and grounds.  This could include use of industrial polishers and floor scrubbers
· Carry out some security-related duties; this may include reception duties, checking of identities, and opening and locking up procedures
· Report new jobs and record completed jobs for the Facilities team using IT system
· Receive, document and dispatch goods and services including post
· Monitor and maintain a high standard of health and safety by undertaking regular building checks and  resolving or reporting any issues that arise
· Maintain a high standard of service to the building users by proactively identifying areas requiring maintenance
Essential

· Literacy and numeracy skills equivalent to a GCSE in Maths and English

· Knowledge of Microsoft Office and email

· A proven ability to work as a member of a team
· Good interpersonal and organisational skills
· The ability to use your own initiative and work efficiently in a busy environment
· Awareness of health and safety regulations

· Previous experience in a customer services environment 

· Previous experience in basic maintenance tasks

· Aptitude to learn bespoke building control systems

Desirable

· A background in building maintenance 

· Working knowledge of Audio/Visual aids and systems
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