[image: image1.jpg]DUSTON PARISH COUNCIL





JOB DESCRIPTION 



Job title: 



Facilities Officer
Location:



Duston Parish Council Buildings
Salary: 



£20.852  LC 7-12  
Hours:
37 hours (including evening and weekend hours)
Team: 



Parish Facilities Team
Responsible to:


Facilities Manager
Directly responsible for: 
N/A

JOB PURPOSE



To assist in facilities services for Duston Parish Council reporting  to the Facilities Manager
To work within the Facilities team and supporting the Events team, take room bookings and provide facilities support
To provide a first point of contact for potential hirers of the community centre

KEY RESULT AREAS



· This job profile will be supplemented by annual key tasks, to be developed in conjunction with the post holder via the formal appraisal process. The Council reserves the right to amend or add to the core responsibilities

· In carrying out the duties of this post, you must have regard to the Council’s Customer Service Policy and Guidelines

· Compliance with all quality procedures and standards.  
· To ensure that reasonable care is taken at all times for the health, safety and welfare of yourself and other persons, and to comply with policies and procedures relating to health and safety within the Parish Council

· A commitment to equality / diversity in both the delivery of services and to staff.  Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, physical, social and welfare needs

· Compliance with DPC policies and procedures

· Job descriptions may be reviewed on an annual basis subject to corporate priorities

· Accurate logging of maintenance issues on the maintenance spread sheet & liaison with Facilities Manager. 
· A professional approach when dealing with customers by email, by telephone and in person


PEOPLE AND RESOURCES



The jobholder is responsible for the following resources:

· Contact with the public, customers & contractors. 

· Cover for facilities & cleaning staff at times of absence or short staffing levels.
· General Administration associated with bookings and events

JOB DEMANDS


 
This job entails the following demands:
· To provide cover for the reception front office and other buildings, which includes, sickness/holiday cover, evenings and weekends as necessary 

· To be responsible for Cash Collection from hirers , ensuring  cash reconciliation, and procedures are followed and accurate records are kept

· To undertake the cleaning of buildings and fixtures, when cover needed and to manage any complaints received. To monitor standards of cleanliness and ensure compliance with health & safety legislation 
· The post holder will be required to have a “hands on approach” with regards to cleaning, hospitality and room set-ups across both centres.
· To deal with enquiries from external customers, in person or by telephone regarding room bookings, maintenance issues, catering requirements, equipment requests and security arrangements both in the office and reception areas
· Competent use of the council’s booking system regarding room bookings, invoicing, catering and refreshments held within the community centres and offices.
· To ensure all functions held are run under the conditions set out in the ‘Conditions of Hire’ and ensure any contravention is dealt with appropriately

· The post holder will be a key holder for designated properties 
· To assist with the security of buildings, including opening/locking up, and setting of alarms. 
· To assist in organising of procedures for emergency evacuation. To act as  fire marshal in the event of an emergency

.

· To work evenings and some weekends as required as the buildings are open from 7.30am until end of last meeting or function (a fair shift rota is in operation)
· Moving of equipment in accordance with manual handling to provide such services as the organisers may reasonably require. 
· General office administration to include Word Processing, filing & photocopying.

· To undertake any other duties commensurate with the position as designated by the line manager

· To hold a current Full UK driving licence 

· To be able to work on your own using good initiative.
· To be adaptable & flexible to support events at short notice.

PERSON SPECIFICATION

	
	Essential/Desirable?
	Methods of Assessment

	KNOWLEDGE
	E
	D
	Application

Form
	References
	Interview
	Other

	 Proven knowledge of security and alarm systems, able to react to all alarms
	
	D
	(
	
	(

	

	Knowledge of working with Financial IT Systems
	
	D
	(
	
	(
	

	Experience of working with Computerised Booking System
	E
	
	(
	
	(
	

	Able to work as part of a team and as an individual
	E
	
	(
	
	(
	

	Proven experience of undertaking similar duties within a facilities management environment
	E
	
	       (
	
	(
	

	Experience of liaising with officers at all levels, as well as outside agencies, contractors and members of the public
	E
	
	      (
	
	(
	

	Experience of dealing with external customers relation to functions and events 
	E
	
	       (
	
	(
	

	Experience of COSHH Regulations or hold a FM qualification 
	
	D
	       (
	
	(
	

	SKILLS
	E
	D
	Application

Form
	References
	Interview
	Other

	Good initiative, flexibility and adaptability with attention to detail.
	E
	
	        (
	      
	(
	

	 Full UK driving licence 
	E
	
	
	
	
	

	ATTRIBUTES
	E
	D
	Application

Form
	References
	Interview
	Other

	Experience of conflict resolution
	      E
	
	(
	
	(
	

	 Ability to keep calm in emergency situations
	      E
	
	(
	
	(
	

	Ability to work under pressure & on your own
	      E
	
	(
	
	(
	

	Total flexibility with regards to working hours including evenings, weekends.
	      E
	
	(
	
	(
	



REVIEW AND SIGNATURES



This document will be reviewed from time to time to ensure that it continues to reflect our vision, values and priorities.
	Prepared by:
	

	Job title:
	

	Date:
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