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Generic job description and selection criteria 
	Job title
	Facilities Assistant 

	Department
	

	Grade and salary
	Grade 4


Job description

Overview of the role
Experienced member of the Facilities team with responsibility for carrying out a range of maintenance tasks. May have some supervisory responsibilities.
Responsibilities/duties 
· Provide a high level of customer service at all times, including handling and resolving enquiries from building users and other customers, both face to face and over email

· Monitor and supervise work requests including compilation of work reports and allocation of tasks to team members
· Manage the setup of meeting rooms, lecture theatres and other events, assisting with moving furniture and setting up audio visual aids as required
· Plan and assist in the movement of office furniture when required, liaising with local users to inform and minimize disruption
· Carry out basic repairs and maintenance to buildings and equipment, monitoring stock levels of consumable goods
· Operate security and fire alarm systems 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

· Liaise with building contractors and University staff as necessary to pass on information and ensure service standards are maintained
· Maintain a high standard of health and safety and service to the building users by undertaking regular building checks and proactively identifying areas for improved presentation or requiring maintenance, and  resolving any issues that arise
Selection criteria 
Essential

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

· Knowledge of Microsoft Office and email.
· Previous experience in building maintenance including small building projects

· Conversant with Health and safety legislation and with current COSHH and Manual Handling Regulations.
· Ability to take an organised approach to work

· Ability to use own initiative and work efficiently in a busy environment
· Previous experience in a customer focussed environment 

Desirable

· 1BTEC National Certificate or equivalent in a relevant discipline

· Formal Health and Safety training, e.g. manual handling, compressed gases awareness
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