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Role Profile
	 Role Title
	Facilities Maintenance Assistant
	
if you would like this information in another format please contact:

Cormac Head Office
Western Group Centre
Radnor Road
Scorrier
TR16 5EH
recruitment@cormacltd.co.uk


	Business Division
	Soft Services
	

	Grade
	COR7
	

	Report to (role title)
	Area Facilities Manager
	

	Version
	
	

	Date Job Evaluated
	 8 September 2025
	

	Job Code
	000258
	


	Financial
	Direct financial accountability:  	£0.00
Indirect financial accountability:	 £0.00

	People Management 
	Number of direct reports:  	None
Number of indirect reports:	None

	Working Conditions 
	☐No unusual hazards (less than 20% of the time) 
☐Minimum precautions required (more than 20% of the time)
☐Some precautions required (more than 50% of the time)  
☒Precautions required (more than 75% of the time)

	Physical Activity
	☐Minimal				☐Light
☒Moderate				☐Heavy

	Work Demands (tick all that apply)
	☒Work to deadlines			☒Frequently changing
☒Managing conflicting priorities	☐Not normally interrupted or subject to change

	Work Context
	☐No/minimal risk to personal safety 	☒Potential risk to personal safety
☐Moderate risk to personal safety          	☐Substantial risk to personal safety


	
Role Purpose

	To undertake, generally as part of a team, maintenance and/or other manual activities, involving specialist skills including Painting and decoration, in the delivery of FM operational works. Where assigned to carryout fabric maintenance works, internal and external, making decisions relative to the carrying out of duties to ensure the safe and timely delivery of improvement and maintenance services for the business. 
Supporting and covering (for example leave cover) the Facilities Co-Ordinator role will also be required within this role.


	
About the role

	· Responsible for the accurate and timely delivery of all programmed works and projects as set out in the service plan.
· To build own knowledge base within FM and develop core relationships with key staff across the business.
· To seek to improve delivery of development and maintenance processes across the service.
· Be a major contributor to the profitability and commercial success of FM and the group company by reducing costs and ensuring the successful delivery of all works.
· To maintain confidentiality of information acquired in the course of undertaking duties for the Company.
· To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g., County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).
· To be responsible for your own continuing self-development, undertaking training as required.


	
What you'll be doing

	
· To carry out general maintenance and improvement works including painting and decoration across the CORSERV / Cornwall Council portfolio of properties.
· To carry out all duties efficiently, economically and to ensure the safety of yourself and the general public, to wear the appropriate personal protective equipment and to ensure all work is carried out within the Health & Safety at Work Act.
· Responsible for working safely and keeping co-workers safe, following procedures, reporting unsafe practice. Reporting all situations where risk is present to support continual improvement of risk management.
· Ensuring accurate recording, completion and submission of documentation including time sheets, job sheets and material usage. To report issues and defects via the IT platform system / hand-held device / tablet for escalation to the appropriate responsible person. 
· Ensure accurate recording and use of PDA hand-held devices, including correctly completed and submitted electronic job orders, time recording, material usage, variations, completion and sign off. Act as the point of contact for the CC primary appointed facilities contractor, for communication with building users.
· Ensure all requests for material orders are accurate and submitted to the FM team.
· Undertake all work efficiently and cost effectively, minimising non-productive time and reporting any difficulties/delays to the line manager.
· To be responsible for the care and condition of all vehicles, plant, tools, equipment, spares and other materials used / issued to the post holder. And ensure such items are safe and fit for use at all times, reporting any defects immediately to the applicable manager. 
· To be responsible for the correct use of vehicles in accordance with company policy.
· Report all work related accidents and near misses to management and relevant authorities as soon as practically possible. 
· To maintain confidentiality of information acquired in the course of undertaking duties for the business.
· To support the Facilities Manager by understanding the requirements of the Facilities Service contract ensuring they are delivered safely, in line with operating procedures, accreditation, polices and best practice. 
· To ensure all allocated contract requirements are being met in order to ensure high levels of client satisfaction reporting potential issues to the Facilities Manager. 
· Manage the opening and closing of assigned buildings and premises at designated times securing the premises according to local requirements and procedures including where necessary, setting of alarms and other security systems, locking of doors, switching off surplus lights, securing windows and ensuring no unauthorised persons are on the premises. 
· Ensure that the Premises Log Book(s) are maintained correctly, ensuring that it is complete in all respects and that it is updated whenever relevant changes occur, held inside the premise, in a nominated location so that it is readily available to staff, contractors and inspectors, as required in pursuance of their duties. 
· To assist in the provision of various day-to-day operational tasks including preparing and reinstating tables and chairs in meeting rooms, safe storage and movement of delivered goods, replenishing consumables for multi-function devices, generally checking and providing status updates on a wide range of on-site facilities dependent upon local needs and priorities.
· To respond to emergencies when necessary in respect of accident, failure, break ins, vandalism, weather and other needs.
· To be aware of and adhere to applicable rules, regulations, legislation and procedures (e.g. Equal Opportunities Policy/ Code of Conduct/ Data Protection) and to maintain confidentiality of information acquired in the course of undertaking duties for the Council. 
· To be responsible for your own continuing self-development, undertaking training as required.
· To be a point of contact for service users with reactive requests. Using creativity and initiative to fulfil their request within reason and drawing on knowledge of previous examples to suggest ways to best achieve the desired outcome, for example, when manging larger events sharing the lessons learned through previous events to ensure continuous improvement.
· To be indirectly responsible for overseeing cleaning staff onsite, handling stock requests to hand onto line managers and to advise them with different types of requests. Addressing and identifying issues early and supporting the cleaning team in their rectification plan, thus increasing compliance against the contracted output.
· Own initiative is expected to be used when scheduled tasks are complete, finding related tasks to undertake, and report other issues as necessary. Additionally, proactively seeking areas that require minor maintenance to prevent more expensive/intrusive reactive maintenance. Where opportunities are identified, the development of an enduring plan that provides the Customer with safe, compliant, clean and well-maintained work areas.
· To undertake other duties appropriate to the site and grading of the post as required.






	Qualifications and Experience

	Recruitment and Selection

	Evidence of a relevant apprenticeship; City and Guilds Advanced Craft or equivalent NVQ Level 2 to 4 in a core trade.
	Application Form  

	Demonstrates comprehensive technical skills in several core trades demonstrating a broad experience of building construction and maintenance. 
Evidence of competence of Decorating, Plumbing and general building maintenance.
	Interview 

	Demonstrates a sound understanding and working knowledge of the Health & Safety at Work Act 

	Interview 

	Awareness of relevant building codes, legislation, regulation and policies.
	Interview 

	Demonstrates good written, social and interpersonal skills with the ability to communicate well. Ability to identify problems with clients, subcontractors and third parties and to seek a resolution. 
Displays empathy and patience when dealing with clients and customers by both face to face and telephone.
	Interview 

	Are willing to undertake current First Aid at Work, Fire Warden and Asbestos Awareness training.
	Application 
Interview Form 
 

	Ability to use IT equipment competently and effectively (e.g word, excel, CAFM, outlook).
	Application 
Interview Form 


	Ability to produce a high level of end result / final repair standard, be proactive and the ability to work unsupervised for extended period of time throughout the day. 
 Makes sure tasks are completed on time, with minimum disruption to building users
	Interview

	On occasion this role will involve the requirement to work shifts which will include early starts, late finishes, weekend and bank holiday working and it is a condition of employment that you exercise satisfactory level of flexibility in order to fulfil the objectives of the role
	Application 
Interview Form 


	Position requires a certain amount of manual handling, lifting and carrying, candidates will have knowledge of manual handling techniques and an ability to lift and carry small items
	Application 
Interview Form 




	Other requirements
	

	Full Valid driving licence
	YES

	The duties of the role involve travel on a regular basis. It is a condition of employment that the role holder can exercise satisfactory travel mobility in order to fulfil the obligations of the role. For those journeys where an alternative form of transport is unavailable or impracticable the role holder will be required to provide a suitable vehicle.
	YES

	This role has been identified by the organisation as safety critical
	YES

	This role is politically restricted
	NO

	This post is subject to overtime (where approved/appropriate)
	YES

	This post is subject to the Company’s Flexitime Scheme (manager discretion)
	NO

	This post is subject to a criminal records disclosure check
	YES
BASIC
CHILD/ADULT

	Approving Manager
	   Tracy Westaway

	Approving Business Divisional Head
	Ben Fallowes

	Approving Director
	Dominic Bostock

	Date
	04/09/2026 10:09:12














	Our values


	Our values shape everything that we do across our Group. From construction to care services, from travel to transport and everything else in between.

Our values guide the way we work with our business partners, within our communities and with each other.
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	Collaborative
	we work with and support each other to serve our communities.

	Committed
	we are unwaveringly dedicated to being the best at everything we do.

	Trusted
	we are open and honest and do what we say we’ll do.

	Inclusive
	we are considerate and respectful of our people and the communities/environment we work in.







2
Cormac role profile with values
image1.png
Values

Inclusive Collaborative

Trusted Committed




image2.png




