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	Role title
	Facilities Team Assistant
	Directorate
	Property and Asset Mgt.

	Grade
	To be completed by HR
	Department
	Facilities


	Accountable to
	Facilities Manager

	Accountable for:
	Financial: N/A
 People: N/A


	Job purpose: To assist in ensuring Optivo offices are safe for staff, visitors and contractors by maintaining compliance within current legislation, following Optivo policies and procedures and being mindful of our commitment to equality and diversity. Supporting delivery of Facilities’ services and procedures.

	

	Principal accountabilities: List the major activities, or functions necessary to achieve the job’s required outcomes. Each statement is timeless and relates specifically to the role. As a guide there should be 12 major areas of responsibilities. 

	1
	Act as stand in for other Team Assistants in their absence. Act as alternative point of contact for Facilities Manager.

	2
	First line of contact for small repair reporting and resolving, ensuring all tasks are completed by either the in-house team or designated contractors within the SLA. Escalate to Facilities Manager for technical resolution. 

	3
	Prints access and ID cards and files electronic authorisations. Issues visitor and contractor passes and maintains records in/out. Orders name badges as required. Primary keyholder distributing keys/codes. Arranges contracted lock up/unlock of offices across all regions with keyholding companies as requested by FM. Manages signing in and out of any keys left for collection/return at request of Optivo depts.

	4
	Responsible for raising purchase orders and authorising invoice payments within financial limits. Post inspects works undertaken/service delivered prior to authorising payments.

	5
	Responsible for updating daily the list of fire wardens available, checks 1st aid boxes monthly and restocks as necessary. Assists Facilities Manager with Facilities’ induction tours, updating Welcome Packs as requested.

	6
	Responsible for ordering stationery, monitoring stocks and organising timely replenishment. Also for beverages and milk supplies. 

	7
	Ensures housekeeping of door access, alarm and CCTV systems across all regions is completed in line with agreed procedures. 

	8
	First line of contact for cleaning queries – manages cleaning standards and acts as FMs expert regarding recycling services within offices

	9
	Proactively manages and reviews timely destruction of redundant files in archiving.

	10
	Monitors car park and allocation of on-site parking generally. Administers parking permits/passes. Key-holder and authoriser for any pool car use.

	11
	Local administrator for FM of incoming/outgoing post including DX. Agrees local processes for deliveries inwards signed-for system and arrangements for collection of items received.

	12
	Assists FM in delivery of periodic Facilities Focus Group sessions with local staff. Assists FM with delivery of projects as required.

	13
	In Grosvenor House supervises contracted security service at security reception desk i.e. arranges cover for planned absences, stands-in for security whilst on breaks, liaises directly with contractor in event of unscheduled absence to secure replacement personnel, inducts new guards in relevant processes and procedures. Supervises meet and greet service provided by security for commercial tenant visitors.


	Relationships: 
Internal

All members of Facilities dept.

All teams within region’s offices
External

Commercial tenants within offices

Approved contractors

Landlord/managing agent for office premises



	Person specification:


	Knowledge, skills and abilities: Describe the technical and other knowledge, experience, skills and abilities required for the job.  Include the need for any academic, vocational or professional qualifications (specify essential and desirable criteria).

	1
	Knowledge

· Acquired or currently working towards NEBOSH or IOSH health and safety certificate, or is willing to work towards a BIFM related qualification and can demonstrate experience of working in Facilities within an office environment.
· Broad knowledge of facilities services including post, cleaning, office equipment, stationery, security and procurement of goods and services.

· Excellent knowledge of offices within region

	2
	Skills

· Excellent customer service skills and a can-do approach

· Solution-focussed, adaptable thinking to resolve issues

· Excellent literacy skills.  Communicates positively and clearly to ensure target audience is fully informed

· Confident communication skills to be able to liaise effectively with colleagues in other teams, contractors and other stakeholders.

	3
	Abilities

· To plan and prioritise workloads to meet deadlines and targets
· Flexibility, self-reliance and ability to work as part of a team
· To provide clear explanations of existing processes and policies within FM
· To consider the organisation’s commitment to inclusion, equality and diversity
within each of their role profile activities


	Behavioural competencies: 
Customer focussed - Having a customer focus is the commitment to putting our customers & residents first. It’s to consistently demonstrate the ability to deliver a high quality of service & to have the alignment of our organisation’s plans & strategies focused on serving our customers’ needs whether internal or external.

One team – To work together cohesively, towards a common goal, creating a positive working atmosphere, & supporting each other to combine individual strengths to enhance our overall organisational performance.

Respect – To recognise and value difference in the broadest sense.  It’s about creating a working culture & practices that recognise, respect, value & harness diversity for the benefit of the organisation & all individuals.

Enthusiastic – To deliver high quality services which offer best value within the agreed timeframe irrespective of obstacles. Being creative & practical in developing new ways of working.


Further relevant information

Travel between sites will be a requirement for this role.

There may be a requirement to attend meetings and other activities outside of normal working hours. 

Adopt and comply with strategy and regulatory requirements, organisational values, policies and procedures, including Health and Safety, Equality and Diversity, Procurement, Data Quality & Assurance, Safeguarding, Value for money.

No Job description can cover every issue which may arise within the job at various times and the job holder is expected to carry out other duties from time to time, which are broadly consistent with those described. 
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