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Job Description and Person Specification
	JOB TITLE
	Facilities Officer

	GRADE
	Equivalent to Single Status Grade 4

	RESPONSIBLE TO
	Facilities Manager, Business Director



“The Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  

The successful applicant will be subject to an Enhanced DBS check."

Contract terms.  37 hours a week, 52 weeks a year. Weekly rotating shift work between 6.30 a.m. and 9.15 p.m. Monday – Friday. (Shift start and finish times may vary according to needs at Academy) 
MAIN PURPOSE OF THE JOB

Under the direction of the Safety and Facilities Manager provide efficient and timely maintenance and security services on school buildings and grounds.  Support delivery of the school site development and maintenance plan, reporting internal and external defects and/or health and safety issues promptly to the Facilities Manager. 

The facilities team operates on a weekly rota system and the hours covered are from 6:30am until 9:15pm on a rolling shift rota. Support the delivery of a lettings service to the local community.

Promote a professional image and provide excellent customer service to all internal and external customers including colleagues, contractors, students, parents, lettings customers and visitors. 

Ensure that all operational activities are carried out in accordance with the relevant safe working practice and risk assessment, and that accidents, incidents and near misses involving employees or visitors are dealt with appropriately and reported in accordance with the school’s Health and Safety Policy

Main Functions

Security 

· To be a key holder, ensuring all school premises and associated premises are secure, including the safe locking and unlocking of premises as required

· Monitor fire safety equipment and assist and play an active role in fire drills 

·  Undertake regular security checks and identify security risks 

· Operate and respond to alarm systems where appropriate 

· Liaise with police, security and surveillance contractors as appropriate 

· Provide access to the school site for emergency vehicles

· Access and operate CCTV or surveillance equipment as required

Maintenance

· To organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is in line with the site development plan and school vision
· To organise and carry out minor improvement work e.g. erecting shelves, notice boards, bookshelves etc. as agreed with the Facilities Manager. 

· Undertake appropriate repairs e.g. minor redecorating and fixing 
· Undertake minor repairs e.g. minor plumbing, changing light bulbs unblocking drains 
· Operation and maintenance of HVAC plant, lighting systems, plumbing systems, fire and security alarm systems and lighting systems
· Undertake daily internal and external site inspections and identify and report repair and maintenance requirements 
· Undertake cleaning duties such as graffiti removal, litter-picking, collection and assembly of waste for removal as well as emergency and specialist cleaning tasks
· Ensure that pathways and all other external hard surface areas are kept clean, safe, free of litter and weeds and that they are gritted/salted and cleared when required during adverse conditions
· Maintain specialist equipment after specialist training. 
Responsibilities 

· Effective communication with the team to ensure a smooth and effective service is delivered 

· Contribute to planning, development, implementation and on-going maintenance
· Supervise the day to day work of contracted cleaning staff to ensure a high level of cleanliness and hygiene are achieved and maintained through the whole of the premises in accordance with specification, reporting any issues promptly to the Facilities Manager

· Liaise with contractors as required under the direction of the Safety and Facilities Manager

· Ensure appropriate supervision of contractors on site to include ensuring all visitors and/or contractors are signed in and out through the main reception, relevant checks are carried out and records of access and access equipment are maintained e.g. keys, door cards, codes

· Assist the Facilities Manager in the management, administration and operation of the lettings facilities

· Assist the Facilities Manager in providing both work experience support and community service supervision to students tasked to work with facility team officers. 

· Portering duties e.g. moving furniture and equipment, coordination of deliveries to the school site

· Participate in training and other learning activities and performance development as required

· The post holder will be expected to work regularly on weekends at the agreed overtime rate. 
This job description sets out the duties of the post at the time it was drawn up.  The post-holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.  This is a common occurrence and would not justify a reconsideration of the grading of the post.

	
	

	Person Specification
	


Knowledge

1.1 An understanding of the main Health & Safety Regulations, including COSHH and risk assessment, and how they apply in a school environment

Experience

2.1 Experience of carrying out building maintenance work, within the reasonable capacity of a normal handyperson

2.2 Experience of keeping work records

2.3   Experience of working within a team 

2.4   Experience of working with and delivering excellent customer service

Skills & Abilities

3.1 Ability to undertake a range of maintenance and cleaning duties

3.2 Ability to identify work priorities and manage own workload, whilst ensuring that lower priority work is kept up to date

3.3 Ability to act on own initiative, dealing with any unexpected problems that arise

3.4 Ability to demonstrate good inter-personal skills to communicate with a range of people

3.5 Ability to work effectively and supportively as a member of the school team

3.6 Ability to demonstrate commitment to Equal Opportunities

Personal Qualities

4.1 Willingness to participate in further training and development opportunities offered by the school and county, to further knowledge

4.2 Willingness to maintain confidentiality on all school matters

4.3 Good time keeping

4.4 Smart appearance

4.5 Ability to work (when required) on own initiative and remain calm in emergency situations.

4.6 Able to work well within a team and support all colleagues. 

Enjoys working with and supporting the educational outcome of young
