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JOB DESCRIPTION

	TITLE:
	Facilities Assistant


	LOCATION:
	Age UK East Sussex Office Lewes with East Sussex County wide travel


	HOURS:
	21 hours per week with callouts as required

	RESPONSIBLE TO:
	Facilities Manager

	RESPONSIBLE FOR:
	AREAS:
Facilities
Health & Safety


	
	LINE MANAGEMENT:
N/A




	

PURPOSE OF THE POST:

To support the Facilities Manager in ensuring that all Age UK East Sussex (AUKES) assets support excellent customer service and meet necessary statutory and operational requirements, to include, but not be limited to, management of asset maintenance and works, provision of property infrastructure including utilities and IT

DUTIES AND RESPONSIBILITIES

As directed by the Facilities Manager your role is to manage and deliver the following duties:

FACILITIES

1. Support on the management of all AUKES properties and vehicles to ensure staff safety and that buildings and vehicles meet statutory requirements for:
a. Health and Safety
b. Fire Safety
c. Gas and Electrical Safety
d. Asbestos Management, if required
e. Disability Access Requirements
f. Licensing
g. Vehicle Fleet Management 
2. Carry out annual / monthly risk assessments and audits in line with statutory requirements for all existing and new properties.  Action required improvements and achieve satisfactory completion.

3. Help to maintain the property audit schedule and Health and Safety Manuals at each property in line with AUKES Health and Safety / Property policies and procedures.
4. Support with managing the property and vehicle insurance contracts, leases, business rates and utility suppliers liaising with the Facilities Manager as appropriate. 
5. Work with internal teams and external contractors to ensure properties maximise energy efficiency opportunities and cost savings.

6. Prepare documents to put out tenders, source suitable contractors following AUKES supplier procedure. Supervise work to achieve required standards on time and budget, and ensuring effective and timely communication to relevant manager, staff and volunteers.

7. Conduct hands-on maintenance tasks, including general repairs, basic plumbing, and carpentry, decoration works, gardening, and complete routine tasks such as fitting shelves and changing light bulbs across all premises. 

8. Support with maintaining premises CCTV, Burglar and Fire Alarm systems and support call outs where required upon activation, liaising with Police if required.
9. Respond appropriately to emergencies, urgent issues and property related callouts as they arise and deal with the consequences in a satisfactory manner.
OTHER:
1. To work within the policies, procedures and quality frameworks adopted by Age UK East Sussex with particular attention to equal opportunities, data protection/confidentiality, safeguarding and health and safety requirements.
2. To undertake relevant training as required by the organisation and agreed with your line manager.
3. To be an Ambassador for the Charity, positively promoting the organisation and its services at all times.
4. To undertake other such responsibilities and duties as may be reasonably required by your line manager within the level and grading of the post and to work flexibly as required.

Age UK East Sussex reserves the right to review this job description from time to time to best suit the changing nature of the role in line with service needs. Any changes to this document will be made by mutual agreement.


PERSON SPECIFICATION

	Attribute
	Requirements 

	Essential/Desirable
	How Assessed

	Education/
Qualification
	GCSE English and Maths
	E

	Application 

	
	Health and Safety at Work qualification (NEBOSH or IOSH)
	D
	Application 

	
	Qualification in Facilities Management (IWFM/BIFM)
	D
	

	Knowledge and Experience
	Knowledge and understanding of regulations associated with buildings and building regulations
	E
	Application & Interview


	
	Sound understanding of Health & Safety regulations and practice, COSHH regulations, carrying out Risk Assessments and maintaining a risk register / Health and Safety Manual at multiple sites

	E
	Application & Interview


	
	Experience of managing premises in the work environment
	E
	Application & Interview


	
	Experience of managing third parties

	E
	

	
	Experience of facilities management roles, including liaising with clients, contractors and consultants

	E
	Application & Interview


	
	Knowledge/experience of using building services – boilers, heating, lighting, sewage, plumbing
	D
	Application & Interview


	
	Sound technical knowledge of small repairs and DIY ability; for example putting up shelves, changing light bulbs etc
	E
	Application & Interview


	
	A working knowledge of information technology hardware, applications and uses. 
	E
	Application & Interview


	
	Experience of fleet management 
	D
	Application & Interview

	
	Experience of handling confidential information and maintaining organisation and client confidentiality
	E
	Application & Interview

	Skills and Abilities
	Ability to organise and motivate self, manage own and others time, prioritise, co-ordinate and take appropriate responsibility as required

	E
	Application & Interview

	
	Proficient in the use of Microsoft Word, Outlook and Excel
	E
	Application & Interview

	
	Excellent verbal, non-verbal and written communication skills
	E
	Application & Interview

	
	Ability to setup PC work stations, telephone equipment and software (training provided on specific systems if necessary)

	E
	Application & Interview

	
	Ability to install, maintain and troubleshoot IT networks, including hardware and software

	D
	Application & Interview

	
	Ability to work unsupervised, set efficient goals and timeframes and good at multi-tasking

	E
	Application & Interview

	
	Ability to handle a complex, varied workload
	E
	Application & Interview

	
	Excellent analytical and problem solving skills
	E
	Application & Interview

	Other
	Hold a current driving licence and have use of a car for work purposes or the ability to travel across East Sussex

	E
	Application & Interview

	
	Experience of driving small commercial vehicles and/or minibuses
	D
	Interview

	
	Resilient and adaptable and able to work well under pressure

	E
	Interview

	
	Be able and willing to work flexible hours and unsocial hours on occasion 

	E
	Application & Interview










I confirm that I have received and read the above Job Description and Person Specification.

As an employee of the Charity, I understand the duties and responsibilities assigned to me. Furthermore, I understand that these are intended as guidelines and may change over time, as necessary. From time to time, I understand I may be asked to perform duties and undertake responsibilities that are not specifically set out in my job description but are suitable for my role and level.

Employee Name................................................................................................................................... 

Signature..................................................         Date............................................................................ 
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