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JOB DESCRIPTION
POST TITLE: 

 Facilities Assistant
DIRECTORATE:
 Campus and Estates
RESPONSIBLE TO:   Facilities Supervisor 
SALARY SCALE:   
 Scale 4/Scale 5 depending upon experience
	Hours of work:
	36 hours per week, on a shift system between the hours of 6am until 10pm.  Some work at weekends and in the evenings will be required.

The needs of the College will require a flexible approach as to the timing of the shifts worked each day. 

	
	


JOB SUMMARY
The Facilities Assistant is responsible to the Facilities Supervisor and will be a member of a team required to respond in a flexible and responsive manner to identified needs throughout the College.  
The Facilities Assistant will have a background in a caretaking or maintenance role.  He/she will be familiar with hand and power tools appropriate to basic maintenance needs, have a flexible approach to work, a sense of humour and the ability to work under pressure.

Main Responsibilities

· Support fully at all times the aims and objectives of the College.

· Be responsible for the general care of the College premises and the identification, and reporting of minor defects.

· Provide a basic repair and maintenance response.
· Be responsible for the locking and unlocking of the College to ensure that the premises are unlocked and locked and that rooms are prepared for teachers, examinations, conferences, meetings, etc.

· Prepare a range of surface areas (e.g. woodwork, floors etc) to receive application(s) of protective coatings.

· Select and use safely, appropriate hand-powered tools to carry out minor repairs to buildings, equipment, furniture and fittings.

· Take an active part in general energy saving and management and make appropriate recommendations.

· Receive and porter light goods and materials including the relocation of furniture and equipment, subject to safe practices of materials handling and lighting.

· Wear appropriate protective clothing and use specialist equipment as provided (e.g. overalls, goggles, radios etc)
· Receive specified training and development as required.

· Act as College First Aider with appropriate training and updating.

· Ensure cleaning is carried out to contract standards both internally and externally.

· Undertake staff development activities that support personal development and the changing needs of the College and its environment.

· To promote and safeguard the welfare of young people that he or she is responsible for or comes into contact with.

· To assure reasonable care for the health and safety of themselves and others affected by their acts or omissions at work and co-operate in meeting the requirements of the law, as required by the Health and Safety at Work Act 1974.

· To respect the confidentiality of matters relating to students and other members of staff.  The post holder must be aware of and comply with the requirements of the Data Protection Act (DPA), details of which are available in the College.

· To undertake additional duties commensurate with the post as required by the Principal.

Please note:

This job description is intended as a guide to the general duties and responsibilities of this post, which reasonably may vary from time to time according to the needs of the College.  It does not form part of the terms and conditions of employment.

All staff are responsible for:

· Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults

· Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work

· Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Haringey Sixth Form College’s safety policy statements

· Equal Opportunities: performing their duties in accordance with Haringey Sixth Form College’s Single Equality Scheme

· Leadership by example and personal commitment to the College’s code of conduct and values.

· Adherence to and compliance with all College Policies and Procedures

· Management of human, physical and financial resources, and efficiencies. 

Revisions and updates

This role description will be reviewed and amended on an on-going basis in line with organisational needs, with consultation with trade unions where required. It does not form part of the terms and conditions of employment.

The post-holder is required to respect the confidentiality of matters relating to students and other members of staff.  The post holder must be aware of and comply with the requirements of the Data Protection Act (DPA) details of which will be made available.

Under the Health and Safety at Work Act 1974 all staff shall have a duty to assure reasonable care for the Health and Safety of themselves and others affected by their acts or omission at work and co-operate in meeting the requirements of the law
PERSON SPECIFICATION
Facilities Assistant

	
	Essential
	Desirable



	Qualifications and Training: evidence of
	
	

	· Good standard of general education
	*
	

	· Good numeracy/literacy skills
	*
	

	· A relevant qualification or NVQ in joinery/plumbing/glazing/painting & decorating/electrics.
	*
	

	· Holding or willing to work towards a recognised first aid certificate
	*
	

	· Good basic IT skills e.g. Experience of Microsoft Office applications
	
	*

	Knowledge and Experience: evidence of
	
	

	· A minimum of 1 years experience in general caretaking, and/or maintenance work or premises work
	*
	

	· Employment experience in one or more of the skill areas listed above.
	*
	

	· Experience of working within an educational environment
	
	*

	· Experience of working with young people
	
	*

	· Commitment to the implementation of the College’s Equal Opportunities Policy
	*
	

	Skills and Personal Qualities
	
	

	· Good communication skills
	*
	

	· Ability to work as part of a team
	*
	

	· Ability to work without direct supervision
	*
	

	· Good interpersonal skills 
	*
	

	· Ability to deal well with staff and visitors
	*
	

	· Keen eye for detail and commitment to promoting a pleasing and safe environment
	*
	

	· Enthusiasm and positive attitude
	*
	

	· Well organised
	*
	

	· Flexible approach to work and the ability to work under pressure
	*
	

	· Manual dexterity
	*
	

	· Able to work flexible hours to address the needs of the service during the academic year
	*
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