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DERBY college




	Job Title: 
Facilities Management Operative
Reporting to:
Facilities Management Supervisor
Base:

Broomfield Hall


	Hours:

37 hours per week, 52 weeks per year– working a 2-shift pattern at certain sites. Some weekend working may also be required.
Holidays:
20 per year (subject to service increases)
Salary:
£22,071 per annum 


	Job Profile:
To provide day to day services as directed by the Facilities Management Supervisor and Manager, including facilities and building management, site services, car parking and security in order to facilitate the effective running of the college.
   

	Key Responsibilities

Facilities, Building and Site Services
· Assist in building and maintenance projects and provide support to all building users.

· Setting up rooms, assisting with office moves, moving furniture and equipment, to and from storage, assembling, positioning and dismantling as required to meet commercial and curriculum requirements.
· Complete tasks as directed by the supervisor to ensure the highest standard of facilities and provision for curriculum and commercial activities 
· Provide a first response for any facilities or building issues in an efficient and effective manner.
· Work flexibly within the team to ensure excellent service standards are achieved.

· Responsible for signing for deliveries for the department and wider College and ensuring onward delivery to designated location or individual. 

· Adhere to shift task list produced by supervisor and complete routine scheduled tasks such as waste clearance as defined by shift in a safe and efficient manner in line with customer expectations. 
· Assist with a weekly test of the fire alarm

· Undertake first line repairs, maintenance and clean ups to make safe the physical environment, adhering to Health and Safety policy and ensuring the safety of staff, students and external visitors. 
· Assist with adverse weather preparation and reparation.

· Ensure the sustainability and ongoing functioning of all College space. 
· Reporting faults and responding where necessary.

· Carrying out damage limitation in the case of emergencies.

· Be a key holder and be responsible for opening/locking of premises and grounds. This includes in and out of hours responsibility.
· Record task completion and provide updates of ongoing tasks.

· Ensure all jobs and tasks are dealt with in a professional manner and are accurately reported to ensure efficient handover of work between shifts or Estates maintenance teams.
· Day to day assistance with the monitoring of the college services infrastructure and building management systems. 
· Undertake routine site checks to maintain good operational practice and compliance.
Security
· Opening and securing the premises on an agreed shift/rota basis.

· Manning the security gates/turnstiles/barriers as required.

· Setting and resetting of alarm systems. 

· Adhering to College security policies and procedures
· Participate in fire evacuation and emergency response.

· Out of hours on-call duties (as required).

Car Parking
· Staffing car park barriers to check visitors, contractors, staff and students on arrival and ensure they are booked in at reception in line with safeguarding policy.

· Monitor car parks regularly to ensure car parking rules are adhered to and manage car parking issues and rules.
· Carry out maintenance checks on pool cars and minibuses. 

· Support event customer parking as required which may include evenings and weekends.
General

· To provide a professional customer service to all customers including staff, students and visitors
· To demonstrate flexibility in responding to changing demands, across sites in support of the area’s workload. 
· Provide cross-site cover as required.
· Maintain a presentable and professional appearance, utilising PPE and communication equipment where supplied. 

· To drive a college vehicle when required.
· To provide a professional customer service to both internal and external customers.

· To ensure that quality standards are set, monitored and reviewed within the section.

· To demonstrate flexibility in responding to changing demands in personal, sectional or the Colleges workload. 

· To take responsibility for your own professional development and continually update as necessary.

· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.

· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post.  

· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work.  You are also required to co-operate with the College to enable it to fulfil its legal obligations.  Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.

· To comply with all aspects of the Data Protection Act.

· To adhere to the College’s Computer Network Acceptable Use Policy.

· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any ongoing activity.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.



	Competencies

Essentials

· Proven experience of working in a Facilities Management role or similar and dealing with internal and external customers
· Customer friendly with excellent communication, interpersonal and people skills. 
· Ability to use initiative and be flexible to ensure the continuance of facilities provision throughout the College year.
· Self-motivated

· Able to work within a team to provide a timely operational response as well as work on own initiative

· Proactively dealing with problems to minimise impact on College activity
· Attention to detail
· Confidence to deal with issues to minimise impact on operations
· Able to comply with College procedures and standard operating practices.
· Calm under pressure
· Enthusiastic with a positive ‘can-do’ attitude
· IT skills – use of emails / logging of jobs on the job allocation system


	Knowledge

· An awareness of the importance of providing a customer orientated provision
· Health and safety compliance, processes and procedures
· Safeguarding and Prevent in an educational context 
· Knowledge of further education

· IT
· Service desk/task allocation systems


	Qualifications

· Level 2 English or willing to work towards
· Level 2 Maths or willing to work towards
· First Aid or willing to work towards
· Relevant trade qualification or recent experience
· Health and Safety qualification

· Full Driving Licence (desirable)
· Minibus licence (desirable)
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