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ROLE PROFILE       

       
ROLE PROFILE

	Job Title:  Facilities Co-ordinator

	Current Job Holder(s):  

	Department:  Facilities (Leeds)

	Date Created/By:  31/05/2018


	DEPARTMENT DESCRIPTION

Illustrative Dimensions –

The Leeds office supports around 750 members of staff. Premises of approximately 100,000 sq. feet across 4 adjacent buildings.




	JOB PURPOSE
To provide and maintain an effective and efficient facilities support service to staff and visitors, ensuring a safe and secure working environment.



	RESOURCES MANAGEMENT

Management responsibility for:  Staff, contractors and maintenance teams/visitors 

Reports to:  Facilities Manager
Budgetary/financial framework:  Assist in managing and maintaining all plant, equipment, facilities, projects within a planned annual maintenance budget of approx. £2m 



	KEY RESPONSIBILITIES
TYPICAL TASKS AND PROBLEMS

Ensure maintenance, cleaning and security of the buildings and equipment. Liaise with the Facilities Manager regarding any change of outside contractors discussing all aspects of the change. Provide an efficient and cost effective stationery ordering service for all departments. Ensure health and safety compliance procedures are in place and adhered to.

1. HEALTH and SAFETY

         Co-ordinate safety procedures for health and safety, first aid and fire. Ensure maintenance of   the Society’s office space and contents for the health and safety of all staff and visitors.

2. SECURITY

         Act as a designated security representative for the Society’s offices. Ensure that the correct  security procedures are maintained and carry out regular reviews of the systems in place. Retain a  key to the main key cabinet for the site and ensure that the correct security procedures are used for  the allocation of keys. Act as an emergency call out representative for the site.
3. ACCESS CONTROL AND CCTV SYSTEMS
To operate and maintain these systems to their full potential. Issue new swipe cards to staff and keep the system updated on a daily basis. Any faults are to be reported and rectified as soon as possible. To produce monthly departmental management reports detailing exceptions and access data as required by the Facilities Manager.
4. VICTORIA PLACE MANAGEMENT COMPANY
Liaise with the Head of Facilities and the Facilities Manager regarding procedures for the site and ground maintenance of VPMCL. 
5. CAR PARK MANAGEMENT
To issue parking permits and enable electronic access to the car park and conduct spot checks on the car park access/egress systems. Maintain the car park waiting list and ensure the intranet is kept up to date. Keep the car park map updated and available on the intranet. Spot checks as required to check for parking violations and report these to the Facilities Manager.

6. MAINTENANCE

Ensure routine repairs/ maintenance items are dealt with promptly and effectively and if necessary arrange a contractor to attend site. Ensure all reactive maintenance is actioned, reviewed and entered/closed on the Facilities Management Maintenance System. 
7. CONTRACTS
Ensure that all information for contracts is administered correctly and readily available for reference. Approve invoices and forward to the Facilities Manager for authorisation.

8. CONTRACTORS

         Deal with a range of contractors regarding the maintenance of the Society’s Leeds office.

9. STATIONERY
Liaise with stationery supply company to ensure that best prices are obtained. Request reports from main stationary supplier and review on a quarterly basis to ensure that best prices are obtained, that the core list accurately reflects items used. Provide a short report to the Facilities Manager.


10. TIDINESS OF SITE
Ensure that all areas MPS buildings and the external site areas remain tidy at all times. Liaise with the Heads of Departments if necessary.
11. KPI CHECKS
Ensure that all task checks issued by the Facilities Manager are conducted on time and to the required standards. These checks must me recorded on check sheets and findings reported to the Facilities Manager.

12. BUILDING INSPECTIONS
Building inspections are to be carried out in line with the Facilities Manager’s direction. All faults are to be recorded and entered onto the Facilities Management Maintenance System and actioned/followed up until closed.

13. DEPUTISING AS FACILITIES MANAGER

This role will involve deputising for the Facilities Manager during periods of absence/sickness or working away from the Leeds Office.       
14. RECEPTION DUTIES
Maintain an understanding of the reception duties to supervise the role and to provide cover for the receptionist’s breaks and in emergencies when required.

15. POST ROOM ASSISTANT’S DUTIES

         Maintain an understanding of the Post Room assistant’s duties to supervise the role and to  provide cover for holidays / sickness absence.



	

	


	MAIN JOB REQUIREMENTS AND PERSON SPECIFICATION
Education/Qualifications/Training:

· GCSE Maths and English to grade C standard
· ABIFM or MBIFM (preferred)
· Fire Warden and First Aider (preferred)
· IOSH Safely Manager (preferred)
· MS Office
Specific Experience:

Required
A minimum of 2 years experience in a facilities coordinator role, ideally within an office based environment. Must have good communications skills (spoken and written), ability to work alone and to use initiative to prioritise tasks. Ability to learn new systems and make recommendations to enhance such systems. A methodical thinker with the ability to think on their feet.
Must have a current driving licence.
Desired
     IOSH or NEBOSH General Certificate in occupational health and safety.
     ABIFM
Abilities/Skills/Knowledge:

Knowledge of all working plant and equipment.

Knowledge of all postal services and capability of operating a franking machine.

Knowledge of health and safety procedures including risk assessments, first aid and fire prevention.

Knowledge of security procedures.

Must be able to maintain effective working relationships with all departments.

Knowledge of Victoria Place Management Company procedures for the site.



	


	JOB EVALUATION FACTORS – (relevant information required for JE but not covered above.   Once formally used for JE this information may be stored separately from the main text of the JD) 
Example factors:
1. EXPERTISE 
· 2 years experience in a Facilities Coordinator or Assistant FM role, ideally within an office based environment.
· Must have experience of deputising for the Facilities Manager (FM).
· Significant experience of the role is essential.
· This role carries out the tasks as directed by the Facilities Manager. It is a ‘hands on’ role and the post holder must be reasonably fit to carry out manual handling tasks involving weights up to 25kgs.
2. COMPLEXITY 
· Must have the ability to work on complex and simple projects and prioritise project workload.
· Their experience in this type of role will enable them to carry out detailed complex tasks as well as more routine simple project tasks. The ability to coordinate such work is a key factor in ensuring success for this role.
· Prioritising workload is a key routine function for this role.
3. IMPACT 
· Key actions and decisions regarding plant maintenance and services could have a major impact on the organisation if not carried out correctly.
· The role will be 50% following direction from the Facilities Manager and 50% thinking for themselves based on their level of intelligence and experience.
· This role directly contributes to organisation’s objectives in terms of enabling the core output of the business to function normally. Any disruption to BAU could seriously hamper the organisation in terms of looking after its members and member services. 
· Must have an ability to quickly think through issues and make intelligent decisions.
4. INFLUENCE 
· The role will interact with every department within the business and as such will require diplomacy, tact coupled with polite and robust people skills.
· The role holder will interact with clients, partners and suppliers at any level.
· The role holder will have to manage key stakeholders?

5. RESOURCES
· Responsible for the maintenance checks and upkeep of all plant and equipment within the buildings
· Define it using real numbers, values and examples 

· largely independent and responsible for their own work unless acting as the Facilities Manager and in this role he will supervise up to 7 staff within Facilities.
· Responsible for checking the work of contractors by means of physical checks and KPI monitoring
· Managing and controlling systems and equipment with a value of £2M.
· Able to be part of the department’s rotation of out of hours call out staff.


	


I confirm that this is a true and accurate reflection of this job 
JOBHOLDER  signature:

Print Name: 
Date: 
LINE MANAGER/SUPERVISOR signature:

Print Name: 
Date: 
HEAD OF DEPARTMENT (if different from Line Manager above) signature: 
Print Name; 
Date: 
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