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PERSON SPECIFICATION


Post Title:
ASSISTANT - Facilities Co-ordinator  - Part Time – Vestry Hall-Sorby House fillin "Title" \d ""         Department:
Kier – FM       
Post Reference:
……………….fillin "Ref" \d ""
	Kier is an Equal Opportunities Employer and requires its employees to carry out its policies concerning racial and sex equality and the rights of people with disabilities both in terms of equal opportunity for employment and access to our Services.  We are committed to making reasonable adjustments to the job role and working environment so that people with disabilities have access to job opportunities or current employees can continue at work should they develop a disabling condition.


	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE
	To support colleagues and the Facilities Coordinator  in the manage of a large multi-site portfolio 


	Experience of assisting management and involvement in major programmes within large organisations 

Experience and understanding of private & public sector organisations 
	Application form & Selection process

	QUALIFICATIONS
	ILM or equivalent 

	IOSH/NVQ Level 3 in Facilities Management

	Application form & Selection process. 

	TRAINING

SPECIALIST

KNOWLEDGE


	Commitment to own personal training and development.  Will have participated in a wide variety of practical and development courses 

Need to support colleagues and the Facilities Coordinator in the delivery of service and/ or project objectives in a public sector environment. Significant experience in support colleagues and the Facilities Coordinator in the services to be delivered.

Experience of assisting colleagues and the Facilities Coordinator in maintaining excellent customer relationships and of having negotiated solutions to problems.
Have knowledge and understanding of the need to provide a combined commercial and community portfolio.   
Experience of partnership working

Experience in support colleagues and the Facilities Coordinator, in the development of a high quality service delivery to customers.
Ability to translate plans into actions.

Ability to support colleagues and the Facilities Coordinator in analysing and use of information including financial and statistical information.

Ability to support colleagues and the Facilities Coordinator in producing improvements in standard and operating procedures through planned implementation of a range of systems and methodologies.
Ability and willingness to deputise for colleagues and the Facilities Co-ordinator from time to time in the management of the staff group in a period of significant change and operating within the context of other contracts.
Ability to work in a rapidly changing environment

Excellent communication and negotiating skills with stakeholders.
Ability to form effective relationships with colleagues (internal and external), service users and service providers.

Ability to communicate effectively with customers, partner’s internal and external organisations through written reports, at meetings, presentations, and on a one – to one basis.
Be multi lingual enthusiastic and supportive of the local community.


	NVQ assessor or equivalent
Knowledge of Best Value and Performance Management.
Experience in change management and other working initiatives
	Application form & Selection process


	
	
	
	Application form & Selection process

	 PERSONAL

CIRCUMSTANCES 
	Eligibility to work in the United Kingdom in accordance with (Asylum and Immigration Act 1996)

References
Display a flexible approach with hours of work.

Prepared to attend work out of hours and at weekends and Bank Holidays if necessary

	Reside locally
	Selection process.

Sight of appropriate documentation as specified in interview letter

	DISPOSITION ‑ ADJUSTMENT/ ATTITUDE
	Project a credible professional image at all times

Must be able to support colleagues and the Facilities Coordinator in the provision of a positive lead and gain the respect and support of colleagues and service users 

Must be highly motivated and demonstrate initiative and effective time management.

The ability to support colleagues and the Facilities Coordinator in developing And maintaining high performance. 

In the absence of colleagues and the Facilities Coordinator be capability of resolving conflicts or complex issues and reporting the full facts and outcomes to colleagues and the Facilities Coordinator.
Be highly self motivated supportive of colleagues. 
A commitment to quality services and equal rights is essential. 
	
	Selection process

	PRACTICAL & INTELLECTUAL SKILLS
	Must be an excellent communicator, both verbally and in writing.
Will need to be flexible in adapting to a changing work environment
Ability to support colleagues and the Facilities Coordinator the Facilities co-ordinator in understand, apply and delivering Standing Orders, Financial Regulations, Statutes, Policy and EC procedures in practice

Be computer literate and conversant with Microsoft Office 
Willingness to attend relevant training and professional development courses.
	-
	Application form & Selection process

	PHYSICAL
/ SENSORY


	Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Disability Discrimination Act 1995 and as amended in 2005.
	
	Information supplied by the applicant/candidate prior to selection interview 

	EQUALITY 


	Candidates are committed to the principles underlying Kier’s Equality & Diversity Policy and Practices 
	
	Selection process.


SPECIAL CONDITIONS
	Management requires that the following checks be carried out as part of the recruitment process e.g. CRB
	Level of Disclosure:



	Any other special conditions.


	None.
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