
	Job Title:

Post Number:
	 Facilities and Contracts Officer

	 JE Ref:


	Service/ Department:
	Property
	Section:   
	Property 

	Salary band:
	Scale 6

	Location:
	You will normally be based at Three Rivers House, or any other place of employment in the district as may be required.

	Hours per week:
	37 hours per week. 

	Driving licence requirement:
	Essential (Casual user)

	Payment Allowance:
	Inner Fringe Weighting allowance

	Responsible to:
	Facilities Manager

	Responsible for:
	No direct line management responsibilities

	PLACE IN ORGANISATION CHART OF DEPARTMENT:
See separate organisation chart.

	Purpose of Role:
To provide a range of property related professional duties to support the Facilities Manager, Building Maintenance Officer and Major Projects Managers. 


	Key Accountabilities:
· To assist the Facilities Manager with the day to day arrangement of the Council’s facilities service, maintain accurate records and update them as necessary.
· To assist with the formal management of facilities contracts and actively verify that agreed works are being carried out in accordance with specification 
· To support the work of the Major Projects Managers on an ad-hoc basis
· Provide day to day support to the wider Property Team including drafting of internal reports.


	Responsibilities - Facilities
· Provide support to the Facilities Manager with operational duties which will include issuing of passes, lone worker devices, monitoring of CCTV and M&E services. 
· Support the Facilities Manager in monitoring the contracts required on the Three Rivers Estate including liaising with contractors, checking works are done to a satisfactory standard and within the specification of the contract and verifying invoices.
· Support the Facilities Manager in managing the various tenants within Three Rivers House and Basing House
· Support the Facilities Manager in the re-organisation of space and occupants at Three Rivers House.
· Champion the move to digitisation for the Council
· Promote the change to agile working

· Support the changes to the Three Rivers House Estate
· Provide support for the Print Room services – raising invoices and maintaining stock control.

· Provide support for the Facilities Manager in monitoring all budgets
· Be the “first point of contact” for incoming Property enquiries from Councillors and the Public
· Maintaining incoming communication (email & post) relating to the Property Team
· Provide general support to the Property Team in matters of general administration and including maintenance of a stock of all stationery items.
Responsibilities – Major Projects
· Assist the Major Projects Managers and connected professional teams on relevant projects
· Support the Major Projects Managers in keeping track of project progress
· Creating, managing and updating new systems relating to the team
· Updating status reports and keeping regular contact with other internal departments
· To carry out site inspections and visits as and when required
· Attending meetings as required
· Liaising with external consultants to organize smooth running of all matters
· Liaising with developers and other local authorities to assist with high level relationships


	Key Performance Indicators:
· Property section targets as relevant


	Key Relationships:
· Elected Members & Staff at all levels, across the Council
· Landlords, Tenants, property owners and the general public 
· External Surveyors and Solicitors and other Consultants

· Developers, Contractors, and officers from other local authorities.
· Health and Safety Executive Officers 


	Important Notes Relating to Duties: 

In dealing with any form of contract or tendering procedures on behalf of the councils, the holder of this post is personally responsible for ensuring that she/he:
· Is familiar with the relevant requirements of the Council’s constitution, Contracts procedures, Rules and Financial Procedure Rules, Officer Code of Conduct and other management guidance that may be given from time to time;

· Complies with these formal requirements and related procedures; and

· Seeks advice from a more senior officer or an officer with specialism in subject area if in any doubt about the proper course of action.


	PERSON SPECIFICATION 

This section presents the knowledge, skills, experience, personal qualities and qualifications that are considered essential for a person being deployed to this role.

	Experience and Skills required

1. Strong literacy and numeracy skills

2. Good IT skills and the working of Microsoft Word, Excel and PowerPoint

3. Relevant experience from facilities and property sectors

4. The ability to develop and co-ordinate your workload and understand the contribution to the service. This role requires a versatile and reactive person
5. Good communication skills which demonstrate the ability to prepare technical reports, letters, emails 

6. Experience of working to targets and managing workload

7. Efficient with Council’s Committee and Board reporting systems

8. The ability to use computerised applications and embrace new technology 

9. The ability to give reasonable explanation of technical information 

10. The ability to understand facilities specifications and contracts

11. The ability to undertake numerical work including data and financial processing 

12. Driving licence and own mode of transport    

13. Relevant facilities & property experience and willingness to study for professional exams



	How we work

This is our generic behaviours and attitudes framework against which our performance is measured


	Clusters
	Key Themes
	Level needed* (1 – 4)

*See guidance below

	We deliver results
	 Manage performance
	2

	
	 Manage resources
	2

	
	 Manage change
	2

	We set an example
	 Fairness
	2

	
	 Integrity
	2

	
	 Accountability
	2

	
	 Image
	2

	We develop and grow
	  Personal development
	2

	
	 Challenge
	2

	
	 Innovation
	2

	We work together
	Working with customers and colleagues
	2

	
	Communication
	2

	
	Leadership
	2


How to map the ‘How we work’ levels to posts
	Grade for WBC and Shared Services
	Up to Band 5
	Band 6 - 9
	Band 10 + / Chief Officers

	Do not manage staff
	1 or 2
	2 
	4

	Manage staff
	3
	3
	4


	Grade for TRDC
	Up to Scale 6
	S0, PO MG1 MG2
	MG3, MG4 and above

	Do not manage staff
	1 or 2
	2 
	4

	Manage staff
	3
	3
	4


	Politically Restricted Posts

Under the Local Government and Housing Act 1989 (as amended), posts that are either specified under that Act or posts that are defined as sensitive under the Act because the post holder is required to either give advice on a regular basis to the executive or any committee of the Council, or speak on behalf of the Council on a regular basis to journalists or broadcasters are ‘Politically Restricted’.  This means that the post holder is restricted in terms of public political activity.  For further information with regard to this please contact Human Resources.
This post is not politically restricted.
Job Share:

Job Share will not be considered for this post.
Equal Opportunities:

The Council fully supports the terms of The Equality Act 2010.  We are an equal opportunities employer and do not discriminate on any grounds.   We want a diverse workforce which reflects our community and welcome applications from everyone regardless of age, disability, sex, race, religion or belief, sexual orientation, gender reassignment, pregnancy and maternity and marital or civil partnership status.

We are also committed to improving opportunities for people with disabilities, and are a registered ‘Two Ticks’ employer.  If you have a disability and demonstrate that you fulfil the person specification criteria for the role on your application form, you will be invited for an interview.  If you feel that you could carry out this post with some adjustments, please let us know.  If you require particular arrangements made for interview etc (e.g. signing, access), please indicate this on your application form.


	Job description:
	Name 
	Date

	Written by (Manager)
	Tracy Langley
	August 2018

	Agreed by (Director)
	Geof Muggeridge
	September 2018

	Approved by (Human Resources)
	Suzanne Blackburn
	August 2018
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