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	Role Title

	Site Services Officer

	Job Family
	Economic Growth

	Location
	Any Council Office

	Scale
	Scale 5

	Purpose
Liaising daily with Operations Manager on caretaking issues, supervising cleaners and the cleansing service of learning centres. Ensure security of the premises, assist in the maintenance of any machinery or plant within the service. Maintain internal and external fabric of buildings as a safe working environment. 


	Generic Accountabilities
	End Results/ Outcomes

	Communicate effectively with internal and / or external customers / service users.  Act as point of contact for the service.   Provide information and resolve problems, within scope of role, escalating to line manager as required.
	Resolve non-routine customer/service queries.

Customers are satisfied with the response, or aware that issue has been escalated.
Relevant, accurate, understandable and timely information is provided.

A positive image of the Council is promoted.

	To work with colleagues and team leaders to identify areas for improvement, ensuring the support offer remains appropriate for all service users. 


	Service users express satisfaction with service provided.

	Organise and maintain records and documents using the appropriate council process / system.

	Received documents, correspondence etc. are recorded, distributed and processed correctly.

Records /information are well organised and accessible.

Records are kept up-to-date.

	Create document, reports, correspondence from the information provided, using standard formats and software


	All materials are produced to the required legislative and or Council standards and timescales.

Recorded information is accurate.

	Access and update relevant ICT applications and generate reports for management information.
	Reports are accurate, complete and meaningful.



	Carry out all duties and responsibilities with reasonable care for the health and safety of self and others and report any potential hazards or unsafe practices to line manager.
	Work is carried out in a way that is safe and without risks to health.



	Act in accordance with all policies and procedures which apply to the job and understand the reasons for this.


	All policies and procedures are complied with.



	Job Specific Accountabilities:

	To maintain buildings, internally and externally, within scope of role. 
	Regular checks to buildings, internally and externally.

Undertake minor repairs to required standard, eg light bulbs, plug fuses, changing washers and unblocking sinks.

To ensure any repairs or maintenance beyond scope of role is logged and escalated. 

To undertake general gardening duties to include basic pruning, cutting of grass and cleaning of pathways.

	Security 
	Lock and unlock buildings and areas

Assist with regular security checks

Operate alarm systems

Ensure lights and other equipment are switched off as appropriate

Be responsible and monitor contractors on site

	Ensure and maintain own health and safety and not place others at risk.
	Follow health and safety procedures in regards to handling chemicals, equipment such as ladders and drills, and wearing appropriate clothing and protective equipment. 

	Use the most appropriate techniques for effective removal including the use of chemicals, high pressure jet washing equipment, painting out or specialist graffiti removal equipment
	Graffiti and flyposting is removed effectively and as completely as possible
Work at height is undertaken in a safe manner using the appropriate equipment
COSSH assessments are completed and available



	To risk assess each location and put protective barriers in place for pedestrian and traffic management whilst carrying out tasks.
	Generic and site specific risk assessment are completed and available

The safety of the operative, co-workers, pedestrians and road users is maintained

	Undertake price quotations as and when required 
	Quotations available within 2 working days



	Promote and ensure effective reporting and monitoring service requirements. 
	Process for reporting communicated to the public and colleagues



	Organise and maintain records and documents using the appropriate process system
	Accurate, complete and relevant information is recorded in the correct format within timescales (eg, red box and management information kept up to date)


	To undertake regular checks
	Testing of fire alarms and emergency lighting

	Act as porter
	Accept deliveries and porter goods as required
To move furniture around in the classrooms and buildings and outside furniture as required.

Maintain and arrange orderly and secure storage of supplies

	Undertake cleaning tasks when required
	To undertake cleaning tasks such as cleaning floors and furniture if required

To clean outdoor furniture and pathways (including grit as and when required), also to remove litter including from car parks, garden areas and entrances.

	To construct and fix basic furniture
	To construct furniture and fitting as required such as shelving, pictures, draws, TV stands etc.

	Cleaning and maintenance 
	Collect and assemble waste for collection

Refill and replace consumables, eg soap and toilet roll

	Carry out all duties with an awareness and understanding of the safeguarding requirements within own area of responsibility
	Behaviours and actions support the safeguarding of vulnerable adults as appropriate. 

	To undertake duties outside of normal working hours, including evenings, on matters relating to the work of the team. 
	Involvement in a minimum of 4 events outside normal working hours per year

	

	Nature of Contacts 

Work directly with staff in supporting and guiding residents, stake holder and third parties to ensure a successful service 
Attend relevant meetings as required

Participate in training and other learning activities and performance development as required
Will involve direct contact with members of the public including dealing with challenging situations where influence may be needed.

Liaise with and/or advise senior members of staff regarding service issues, problems and processes.

Deal with people at all levels confidently, sensitively and diplomatically.

	Procedural Context
Organise and prioritise tasks with guidance from managers

Work is within procedures and best practice guidelines, including: moving and handling loads, health and safety risk assessments, health and safety procedures, chemicals. 
Act within guidelines and standard procedures with discretion to allocate or otherwise organise work to meet service delivery requirements.  Works within laid down procedures but needs to deal with day-to-day problems without always referring to others.   
Decisions will be made based on Council procedures.

This post demands a high level of flexibility, a positive attitude and ability to adapt to changes due to service needs. This post is not office based and will be expected to work at other sites and provide cover for similar roles. 


	Key Facts and Figures 

May involve use of domestic and industrial equipment

May involve moving and handling of loads and equipment

Responsible for own and others’ safety and security
Enhanced DBS clearance required. 

	Resourcing

Budget Responsibilities:  Nil
Supervisory Responsibilities:  Nil
Responsibility for plant, equipment and moving furniture

	Knowledge, Skills and Experience
· Appropriate experience of basic maintenance such as plumbing, painting, electrical and carpentry work

· Appropriate experience of basic construction of furniture and fittings

· Practical knowledge of a range of procedures relevant to job such as moving and handling, health and safety, risk assessment. 

· Proven ability to build and maintain effective working relationships with a range of people.

· Ability to manage heavy load safely

· Ability to work above ground level, i.e. use ladder and steps

· Ability to maintain confidentiality, whilst also engaging with service users as required.

· Literate and numerate. Ability to maintain required records and good organisational skills. 

· Ability to follow instructions

· Proven ability to work as effective team member.

· Experience in the use of equipment, chemicals and other substances 
· Good communication skills appropriate to a range of situations and forums

· Physically fit

· Ability to work shift including evenings and weekends




	Indicative Qualifications

Relevant qualification, such as NVQ Level 2, QCF or equivalent or willing to study for this. English and Maths qualification (level 2 minimum)

	The above profile is intended to describe the general nature and level of work performed by employees in this role. It is not intended to be a detailed list of all duties and responsibilities which may be required. This role profile will be supplemented and further defined by annual objectives, which will be developed in conjunction with the post holder.  It will be subject to regular review and the Council reserves the right to amend or add to the accountabilities listed.
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