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JOB DESCRIPTION / ROLE PROFILE
Job Title:
Facilities Assistant
Grade:
G3
Directorate:
Community
Division / Section:
Culture / Harrow Arts Centre
Reports to:
Customer Service Officer
Date:

August 2014


1. ROLE PURPOSE

To ensure that an excellent customer experience is enabled throughout the Arts & Heritage Service by ensuring that venues are kept clean, well maintained and safe. The postholder will ensure excellent communication between the service and its users and be proactive in their approach to venue management.
2.   DIMENSIONS
From time to time the postholder may be required to supervise the work of external contractors and Volunteers as directed by the Customer Service Officer or Operations Manager.

3. CONTEXT

Reporting to the Customer Service Officer and as part of the Operations Team the postholder will require to work flexibly and display a good degree of self- motivation.  As first point of contact for the public they will be ambassadors for the Arts & Heritage within Harrow. The postholder will require to work flexibly across the service ensuring sound knowledge of the different procedures and working practices as they relate to Arts, Events, Heritage and Music.
4   MAIN DUTIES / ACCOUNTABILITIES

	A
	Generic Duties/Accountabilities 



	1. 
	To ensure compliance with your responsibilities as laid out in the council’s equal opportunity policy and take an active role in promoting equality and diversity and to Harrow’s diverse community.



	2. 
	To ensure compliance with your responsibilities as laid out in the council’s health and safety policy and take an active role in promoting a positive health and safety culture.



	3. 
	To promote and participate in the council’s investors in people (IIP) and individual performance appraisal and development (IPAD) initiatives and information management best practice.



	4. 
	To ensure compliance with the council’s information security policies and maintain confidentiality.




	
	Service Specific Duties/ Accountabilities



	5. 
	To set up rooms for hirers of venues as directed.



	6. 
	To open up and close venues carrying out all health & safety and building checks as directed and reporting any issues to the Customer Services Officer.



	7. 
	To act as First Aider when on duty as required.



	8. 
	Be an identified keyholder for the premises across the service whilst on duty.



	9. 
	Carry out water meter readings and utility meter readings across sites. 



	10. 
	Act as FOH steward as required.



	11. 
	Assist the Customer Services Officer and Operations Manager in record keeping as it relates to maintenance and health and safety.  Including input to RIDDOR and L8.  



	12. 
	Administration of Permit to Work for external contractors working on premises.



	13. 
	Carry out inspections and tests as directed including: fire bell, emergency light, lift, Elliott Hall roof, fire extinguisher, CCTV.  



	14. 
	Provide a porterage service for sites and receive deliveries.

	15. 
	Show clients around sites as directed.

	16. 
	Carry out small repairs and maintenance.

	17. 
	To undertake any necessary training on different sites to enable the discharge of their duties. 

	18. 
	To undertake such other duties when required to ensure flexibility as may be reasonably required in the post or Directorate on any of Harrow Council’s establishments.


5.   SELECTION CRITERIA 
Note for Candidate

The selection criteria specifies the knowledge, experience, skills, abilities, qualifications and training required to perform the duties of the post for which you are applying.  

In your application you will need to explain how your knowledge, experience, skills, abilities gained in paid or unpaid work, study or training, meets each of the selection criteria marked ‘A’ below, including your awareness, understanding and commitment to equality and diversity in employment and service delivery.  If you fail to do so, you will not be shortlisted.

Shortlisting will be on the basis of assessing the selection criteria marked ‘A’

	Ranking Order
	Knowledge Indicator


	Method of Assessment

	1
	a. Working in a public building in a customer facing role
	A/I

	1
	b. Understanding of Health & Safety in public buildings
	A/I

	1
	c. Customer Care & Equality issues
	A/I

	2
	d. ECDL or equivalent knowledge
	A/I

	Ranking Order
	Experience


	Method of Assessment

	1
	e. Caretaking or facilities management
	A/I

	2
	f. Team working
	A/I

	2
	g. Working to tight deadlines across multiple sites
	A/I

	1
	h. Small repairs and maintenance
	A/I

	2
	i. Security as it relates to public buildings
	A/I

	Ranking Order
	Education, Qualifications and Training


	Method of Assessment

	1
	j. Completion of any high school/secondary/vocational education, equivalent training or equicalent work experience
	A/I

	Ranking Order
	Skills and Abilities


	Method of Assessment

	1
	k. Communication skills
	A/I

	1
	l. Basic record keeping and report writing
	A/I

	1
	m. Team player
	A/I

	1
	n. Basic level of numeracy
	A/I

	1
	o. Computer literate
	A/I

	Ranking Order
	Other Essential Factors

	Method of Assessment

	1
	p. Ability to work unsocial hours including evenings and weekends.
	A/I
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