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JOB DESCRIPTION 
	JOB TITLE:  
	Facilities Assistant
Part Time 


	LOCATION: 
	based in Sheffield (some travel may be required)

	REPORTING TO: 

	Facilities Coordinator 
	WORKING HOURS: 20 hours worked flexibly to meet needs of the service


	JOB PURPOSE

	Provide support for the day to day operational delivery of Sorby House and Vestry Hall service operation. Effectively liaise and foster relationships with the Council’s site contacts in line with contract Key Performance Indicators. Support the effective delivery of FM standards across the site ensuring service delivery, financial viability and value for money.




	JOB SCOPE 

	The Part Time Facilities Assistant will support colleagues and the Facilities Coordinator in the development and delivery of Sectional Plans and Key Work Objectives to ensure that the service meets the ongoing and changing needs of stakeholders, clients and customers.

The position will support the Facilities Coordinator and colleagues by providing a FM Service to Sorby House and Vestry Hall. The post will be responsible for the collation of all performance data to enable the FM Service to demonstrate evidence of this through contractual KPI’s.

Record and support the Facilities Coordinator in the collation of the performance of customer relationship processes with all key partners, stakeholders, clients and customer groups in order to ensure that services provided by the team meet the current needs and expectations.

Show leadership, organisation and commitment to enthuse others to achieve aims and objectives. 

Provide Reception cover and interface with Tenants, Visitors and users where additional languages may be required??

Such other duties relating to Sorby House and Vestry Hall and other specified Facilities Services and as may be necessary from time to time in accordance with established local practice or with the reasonable requirements of the Client, Customer and or Contract Manager.




	ROLES AND RESPONSIBILTIES

	Commercial Management
     To support the Facilities Coordinator in being
commercially aware and cost conscious, being aware of reputational damage and promotional opportunities

Be acutely customer focused and develop effective client and customer relationships. Assist in the delivery of strategies and processes that will fully maximise the benefits available from the utilisation of directly and indirectly employed staff. Be responsible for the creation and review of all FM site specific Service Level Agreements.

Performance Management

Be a key player and Assist the Facilities Coordinator in the development and delivery of a performance based FM team that can account for its operations, audit its performance and maintain a programme of continuous improvement. Ensure the team meets professional performance and conduct standards. Ensure KPI data is collated and analysed to prioritise management action and for reporting at monthly management meetings. Where under-performance is reported work with the FM Manager and colleagues to ensure remedial action plans are implemented. 

Assist the Facilities Coordinator in meeting with our customers and partners to ensure their requirements are met. Ensure keep up to date with the contract and industry changes and are given appropriate training in all elements of service provision, including development activity to ensure legislative compliance.

Customer Service

Assist the Facilities Coordinator and participate in the promotion of positive customer relations through effective communications and delivery of service in accordance with customer requirements.  Ensure that the FM service reinforces Kier Core Values.

Quality, Safety Health & Environment Management

Assist the Facilities Coordinator and participate in ensuring all on site FM Services work is delivered in accordance with Kier, client and statutory Quality, Safety, Health and Environmental policies and procedures and undertake assessments as required.  Maintain all Safety, Health and Environment records as required by appropriate quality procedures. Actively seek and maintain appropriate accreditation by ensuring that all work is delivered in accordance with policy and procedures. Participate when required in internal and external Quality/Environmental audits.  Responsible for the health and safety of on site staff and supply chain providers, ensuring compliance with statutory health and safety regulations and policies.
Information Management

Assist the Facilities Coordinator and participate in collecting and collating  all management information and prepare for analysis and used to report to clients, inform strategic and operational planning and enable services to be delivered with specific outcomes. Ensure the collation of quality data is in accordance with all reporting requirements, is accurate and provided in a timely manner. Participate in company initiatives to develop and refine management information systems and processes relevant to Property and FM Services and their interface with other Client systems.
People Management

Support the Facilities Coordinator and Colleagues in developing a high performing well-motivated team through excellent communication and conduct 
Fully participate in annual PPR’s 

Change Management

Work with the Facilities Coordinator to enable and deliver cultural change and behaviours through a flexible working and outcome-focused approach.  Introduce business processes and embrace use of new technologies to move the service forward. Maintain ownership and responsibility in aligning change with Kier’s strategy through effective supervision. Effectively delegate workload and encourage staff to take responsibility and ownership for a successful outcome.   

Equality & Diversity

Embrace Equality & Diversity for the benefit of individuals and the organisation, through the promotion and integration of all aspects of equalities and diversity consistent Kier policies and legislation.




	DIRECT REPORTS

	Responsible for:

· N/A


Line Manager’s Signature

Date

Post Holder’s Signature

Date

