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      Facilities Services Officer - Job Description

Job Title: 	         	Facilities Services Officer

Reporting to: 		Facilities Manager
Core Purpose:
Under the instruction/guidance of the Facilities Manager provide maintenance and security services on the Academy sites and premise.
[bookmark: _Hlk87104599]The Academy Facilities Service Operative will be responsible to the Deputy Facilities Manager for the provision of a wide range of services.  The Academy Facilities Service Operative is to provide a safe, clean, warm and secure environment for all authorised users of the Academy and visitors on an early and late weekly rotated shift pattern.
Duties and Responsibilities:
  
· Lock/unlock Academy buildings and areas. 
· Undertake regular security checks and identify security risks. 
· Monitor fire safety equipment and carry out fire alarm testing 
· Operate and respond to alarm systems where appropriate  
· Undertake appropriate repairs e.g. redecorating and fixing  
· Undertake minor/simple repairs e.g. minor plumbing, changing light bulbs, unblocking drains  
· To organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory  
· To organise and carry out minor improvement work e.g. erecting shelves, notice boards, bookshelves etc 
· To undertake limited grounds maintenance duties which are not included in the grounds persons specification including setting up portable sports facilities for play, taking equipment from and returning it to Academy stores on a day to day basis.  The general litter/glass etc., clearance from all shrub boarders, hedgerows, grass areas, gullies, adjacent walls, paths, drives and play areas. 
· To oversee and monitor the electrical testing of portable electrical appliances and to maintain the appropriate records  
· Undertake regular site inspections and identify and record repair and maintenance requirements  
· Identify defects and record repair and maintenance requirements on Every
· Collect and assemble waste for removal  
· Undertake cleaning of windows, Academy signs, name boards and directional signs. 
· Coordinate deliveries to the Academy site  
· Liaise with contractors and record performance against specified standards  
· Co-ordinate work of cleaning staff (as appropriate)  
· Ensure that satisfactory levels of caretaking, cleanliness and hygiene are achieved and maintained through the whole of the premises  
· Ensure that pathways and all other external hard surface areas are kept clean, free of litter and weeds and that they are gritted or salted when required during wintry conditions  
· Sitewide gritting during inclement weather as appropriate
· Inspection of all play areas and equipment and removal of any dangerous materials or objects daily and as necessary to ensure the safety of users and report where action is needed. 
· To be responsible for the operation of the heating plant, maintain required temperatures and the availability of an adequate supply of hot water.  Report any deficiencies to the Academy Deputy Facilities Manager.
· Create and maintain a purposeful, orderly and productive working environment  
· To assist in safety audits of the premises and contribute to relevant risk assessment activity  
· Promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times  
· Demonstrate and assist in the safe and effective use of specialist equipment/materials  
· Assist with moving furniture and equipment  
· Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits as required  
· Ensure cleaning is in accordance with specification as agreed with the Deputy Facilities manager 
· Comply with all MAC health and safety policies and procedures at all times  
· Promote and ensure the health and safety of pupils (staff & visitors) at all times  
· Contribute to the overall ethos/work/aims of the Academy  
· Attend and participate in relevant meetings as required  
· Participate in training and other learning activities and performance development as required  
· Carry out procedures in the event of emergencies and provide assistance in dealing with general enquires relating to the use of the site 
· To undertake work during Academy holidays as defined by the Academy Deputy Facilities Manager. 
· To ensure all mechanical and electrical equipment is well maintained and is in good working order.
· To ensure safe working practices are followed and all equipment faults are repaired and reported to the Academy Deputy Facilities Manager.
· To promote and encourage environmental improvement initiatives as appropriate within the Academy.




SAFEGUARDING AND SAFER RECRUITMENT 
 
· The Romero MAC is committed to safeguarding and promoting the welfare of children and young persons at all times. The post holder will be responsible for promoting and safeguarding the welfare of all children with whom he/she comes into contact, in accordance with the MAC’s and the School’s Safeguarding policies. 
· The post holder is required to have a satisfactory Enhanced Disclosure from the Disclosure and Barring Service (DBS). 
· The post holder is required to disclose to HR any details of any Police warning, caution, bind-over or conviction during employment. 

Other Specific Duties: 
 
· Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. 

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description

I have received and read my Job Description and understand that it acts as a guide
only to my duties and responsibilities and is not exhaustive.

The postholder is expected to work across all academy sites as required.

I agree to undertake any other duties deemed reasonable by the management.

EMPLOYEE NAME (please print)   ………………………………………………………………………………………

EMPLOYEE SIGNATURE                   ………………………………………………………………………………………

ISSUED BY                                          ………………………………………………………………………………………

DATE                                                  ……………………………………………………………………………………….









PERSON SPECIFICATION
	
	Essential
	Desirable
	Evidence

	Qualifications/Education:
	
	
	

	GCSE’s – Maths and English Grade C or equivalent NVQ
	
	
	A

	Knowledge, Skills & Experience: 
	
	
	

	General knowledge of cleaning activities, security duties and basic handyperson tasks.
	
	
	AI

	Willing and able to become involved in the life of the Academy and work with staff and children in a multi-cultural setting in the achievement of the Academy’s aims and mission statement as a Catholic Academy.
	
	
	AI

	Able to liaise and communicate effectively with other staff on an interpersonal level in respect of duties to be performed and deadlines to be met.
	
	
	AI

	Able to complete forms, read instructions, write basic reports/messages for Deputy Facilities Manager including record keeping.
	
	
	AI

	Numerical skills to check stock levels/deliveries/measure areas.
	
	
	AI

	Flexible in carrying out tasks and work planning.
	
	
	AI

	Approachability in dealing with staff and requests.
	
	
	AI

	Able to accept instructions from supervisors identified.
	
	
	AI

	Able to use the telephone to process queries/complaints, pass on and receive information in an assertive but friendly manner to firms/other departments, recognising the importance of confidentiality.
	
	
	AI

	Able to liaise/communicate effectively on an interpersonal level with pupils, users, parents, and other visitors in a friendly way.
	
	
	AI

	Able to follow recognised/agreed procedures and regulations in respect of duties to be performed on ordering/stores, lettings, heating, cleaning, janitorial issues in accordance with Health & Safety considerations and emergencies.
	
	
	AI

	Able to fit/move equipment/objects, clear site, undertake general manual tasks and hygienic tasks such as cleaning.
	
	
	AI

	Able to undertake general handyperson tasks not requiring skilled tradesperson on plumbing, electrical (not related to main circuitry) building/plastering, carpentry, glazing.
	
	
	AI

	Able to identify areas where repair/cleaning is required and is not up to standard expected.
	
	
	AI

	Able to manage alarm call outs/work shifts.
	
	
	AI

	Able to prioritise work and shift focus at short notice.
	
	
	AI

	Able to develop good working relationships with the before and after Academy club on the use of facilities and community use of premises.
	
	
	AI

	Able to accept potential for inconvenience caused by community use/call outs.
	
	
	AI

	Able to facilitate lettings, both in term time and out of term time.
	
	
	AI
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