





JOB DESCRIPTION & PERSON SPECIFICATION

	SERVICE AREA:

	Property and Assets
	POSITION NO: Various

	SECTION:

	Facilities Management
	GRADE: Grade 2

	JOB TITLE:

	Facilities Assistant
	DATE PREPARED: 15 /  4 / 14 – Amended 22 / 8 / 14

	EVALUATION DATE:
	01 September 2014
	JE NUMBER: NC1909



	

	DIGNITY AT WORK: To show, at all times, a personal commitment to Looked after Children and treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.



	PURPOSE: To provide a building user focussed caretaking (including cleaning), low level maintenance and security function within various Council buildings.  Shift and weekend working may be a requirement of this post (dependent on site location)




	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	Undertake an effective security provision within various Council buildings including locking and unlocking of doors, setting of alarms, monitoring building CCTV and liaising with the Councils security section (Civic)

	2.
	Constant awareness and regular inspections to identify faults and defects to the building, furniture, fittings and equipment. Repair or report works to be carried out as appropriate.

	3.
	Undertake low level maintenance tasks (eg changing light bulbs) as instructed and directed. Use of power hand tools (eg drill) as required

	4.
	Undertake general porterage duties as required and particularly the provision of setting up / arranging furniture and equipment (audio / visual) as directed for meetings, functions and events.

	5.
	Carry out janitorial and cleaning tasks as required. Carry out and record regular flushing of small water outlets to assist Legionella monitoring.

	6.
	Provide stewarding for functions and events at the Guildhall including weddings, dinners and concerts.

	7.
	Lone working as required within various buildings.

	8.
	Liaise with contractors undertaking maintenance and improvement works to the building to ensure a safe environment is maintained.

	9.
	Be responsible for testing fire alarms, reporting faults and be fully conversant with fire and evacuation procedures.

	10
	Remove recyclable and other waste from various buildings and is disposed of appropriately. Bin / skip compounds and outside areas are kept tidy and containers presented for collection as required. Remove and shred confidential waste using appropriate shredder prior to disposal.

	11.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	
DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.	Responsibility for Staff: None

2.	Responsibility for Customers/Clients: Pro active member of the Facilities team to ensure the needs of customers and the public are met.  Reflect a positive image of the Council whilst maintaining agreed levels of security in public areas

 Layout rooms according to customer requirements.

Ensure building checks / fire alarm tests are carried out as directed.

3.	Responsibility for Budgets: None

4.	Responsibility for Physical Resources: Responsible for providing a clean, comfortable, welcoming environment for all visitors and users of buildings and facilities.
   Responsible for opening and securing buildings, setting security and fire alarms and keeping  general vigilance of a building to ensure contents / civic valuables and historic artefacts are secure.


	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.	Within Service Area/Section: Communicates with and seeks clarification regularly from Team Leader and Facility Manager.

2.	With Any Other Council Areas: All Officers and Members of the City Council.

3.     With External Bodies to the Council: Any organisation or member of the public utilising Council buildings.  This includes high profile functions and events at the Guildhall. Humberside Police in relation to issues or security and public order. External contractors in relation to them coming into buildings to undertake works.






	ORGANISATION CHART: 


	
 (
Facilities Manager (Accommodation)
Manager
(Document and Workflow)
Team Leader
(Document and Workflow)
Team Leaders 
(Facilities)
Post Room and Document Workflow Team
Document Delivery Assistants
Facility Assistants 
(Various sites)
Facilities Management Support Assistant
Clerical / Receptionist
Facilities Management Administrative Support Staff
)

























	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	




Supporting Information 
(if applicable)

	PHYSICAL DEMANDS:
Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	
	
	X
	
	
	

N/A
	A large amount of lifting and handling is required



	WORKING CONDITIONS:
Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment). 
	
	X
	
	
	
	

N/A
	Role may involve undertaking tasks in unheated and outdoor areas. Disposal of cooked and uncooked food waste


	EMOTIONAL DEMANDS:
Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	
	
	X
	
	
	
	The role involves undertaking security duties with potentially difficult and occasionally awkward members of the public.



	
PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring DBS’s), T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	SIA Badge
	
	X
	AF

	
	First Aid Certificate
	
	X
	AF

	2. 
	Relevant Experience:

	
	Experience of dealing with the public
	X
	
	AF/I

	
	Experience of working in a security  / “doorperson” role
	
	X
	AF/I

	
	Experience of maintenance, caretaking and cleaning
	
	X
	AF/I

	3. 
	Skills (including thinking challenge/mental demands):

	
	Capable of moving, lifting, handling  heavy objects and awareness of manual handling good practice
	X
	
	AF/I

	
	Ability to operate intruder and fire alarm systems (after training)
	X
	
	AF/I

	
	Ability to work on own initiative, problem solve and prioritise work
	X
	
	AF/I

	
	Ability to implement management instruction
	X
	
	AF/I

	4. 
	Knowledge:

	
	Knowledge of PPE regulations
	
	X
	AF

	
	Knowledge of safe working practices / Health and Safety / COSH regulations
	
	X
	AF

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Good communication and interpersonal skills
	X
	
	AF/I

	
	Ability to maintain confidentiality
	X
	
	AF/I

	
	Deal calmly with challenging situations
	X
	
	I

	
	Written Skills

	
	Ability to keep clear records and complete timesheets
	X
	
	AF

	6.
	Other:

	
	Flexibility to work out of hours if required.
	
	X
	AF/I

	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7. 
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	None
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory Standard/Enhanced Disclosure from the Disclosure & Barring Service 
	
	N/A
	DBS Disclosure

	
	If the postholder requires a DBS disclosure the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a DBS disclosure the candidate is required to declare unspent convictions only.
	X
	N/A
	AF(after short listing)
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