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Role purpose
	The provision of a range of property related support services including routine liaison with building occupants, general awareness of building condition, cyclical safety and security checks, raising of notification of defects and reporting of issues on behalf of building occupants. Working closely with the Facilities Manager, assigned Site Supervisors and cleaning staff the role will support the Cleaning Service operational delivery. 
The role will interact with a cross section of clients including Cornwall Council managers and services.




Dimensions
	Annual financial accountability

	Up to £40,000 (indirect accountability)

	Direct accountability for the following roles

	Site Supervisors
Sub-Contractors
Cleaning Operatives

	Total number of employees that report to the role (directly and indirectly)

	Dependant on site, circa 3 - 20 employees



Accountabilities
	· 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. 
· To supervise the allocated workforce ensuring effective service delivery including:
· Ensure that Cleaning Team Leaders & Operatives are fully trained to supervise their cleaning staff and to implement cost effective training plans.
· Reporting vacancies in all disciplines to the Facilities Manager and supporting the recruitment & selection of new staff 
· Assisting with the induction and management of probation periods for new employees ensuring safe working methods, competence and skills to undertake the tasks required together with sufficient knowledge of the client requirements 
· Identify training needs and report to the Facilities Manager
· Accurate recording & authorising of timesheets, overtime, absence  and annual leave via the company’s IT platform system
· To carry out return to work interviews ensuring the absence is recorded referring to the Facilities Manager where appropriate. 
· To assist with the implementation of performance management and monitoring systems throughout the Facilities Contract
· To undertake absence cover & service delivery responsibilities for Cleaners, Reception, Handyman tasks & any other facilities tasks as directed by the Facilities Manager. 
· To regularly visit all allocated sites, ensuring regular communication with Facilities Services Operatives, especially lone workers & site focal points – this will require driving from site to site in a company provided vehicle. 
· To ensure all allocated sites have adequate materials and consumables.
· To manage the relevant requirements in delivering the Services defined in the Specific Service Specifications contained within the contract. 
· To participate in the Duty Manager rota
· For CC Properties: 
· 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. Where a team member is mobile and assigned a number of properties they are to ensure that a designated person or persons are responsible for this duty providing cover in the event of absence.  
· 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.
· Act as the point of contact for the CC primary appointed facilities contractor, for communication with building users
· To monitor the maintenance of safe access and egress from buildings including clearing snow and gritting pathways during wintry conditions, ensuring that salt bins are maintained with sufficient stocks (where appropriate).
· 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. 
· Maintain a list of nominated Site Wardens, Fire Wardens and First Aiders, for the required premises, ensuring that any training requirements have been properly highlighted and that the individuals are fully aware of their responsibilities.  The list of nominated persons should be displayed in an agreed location(s) within the building and a copy kept in the Premises Log Book.
· Ensure that adequate arrangements are in place for the front of house operations for the briefing of visitors and contractors, including out of hours procedures, signing in sheets and specific arrangements for disabled visitors.  A copy of the briefing material is to be kept in the Premises Log Book and at all recognised access points.
· Where site based to act as Site Warden (as defined in the Premises Log Book v1.1 dated February 2013) and in the event of an incident to act as liaison between the fire service and fire wardens and to remain at the nominated post until cleared by the fire service. Where the post holder is mobile and assigned a number of properties they will temporarily assume the role of site warden in the event of the absence of the site based designated person or a suitably trained deputy.  
· Maintain all tools, equipment & allocated company vehicles to a required standard, as set by the organisation.
· To report minor issues and defects via the IT platform system / hand-held device / tablet for escalation to the appropriate responsible person. 
· Act as a champion for good safety, compliance and security practices, ensuring that any unsafe practices are immediately challenged, rectified and reported via the IT platform system / hand-held device / tablet. 
· To respond to emergencies when necessary in respect of accident, failure, break ins, vandalism, weather and other needs
· To act as ambassador for Corserv facilities and Cormac Ltd, to provide information to the building users and public whilst maintaining a polite, respectful and courteous demeanour at all times in accordance with Corserv’s Customer Care Policy.
· To be aware of, and comply with, Corserv’s policies and procedures on health and safety at work by adopting safe working practices, deliver Toolbox Talks; reporting any accidents and/or unsafe or hazardous conditions to management via the IT platform system / hand-held device / tablet; and to do everything reasonable to prevent personal injury to themselves, fellow workers and members of the public.
· 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 undertake other duties appropriate to the site and grading of the post as required.



	· Key objectives for the next 12 months

	· To manage own performance in order to deliver the required level of service by devoting the appropriate allocation of time to task to achieve targets and objectives
· Deal with service failures & complaints in a timely and effective manner to avoid financial penalties  
· Understand the clients’ needs through site visits
· Carry out monthly site monitors to ensure that Quality systems are implemented and maintained across the entire facilities Service
· Manage equipment and materials budget within defined limits and ensure all Corserv Facilities operatives work within these budgets to avoid stock build up and over ordering.
· To familiarise yourself with our IT based systems, processes and procedures currently used and recommend improvements to increase efficiency.
· To develop an understanding of all areas of the assigned premise(s) and it’s uses to become competent in dealing with first line enquiries.





Competencies and other requirements
	Behavioural Competencies
	Recruitment and selection

	Making Safety First
This is about ensuring safety is at the forefront of everything we do and embedded throughout the business, enabling Corserv Facilities ltd to be recognised as a proactive leader in risk management and contributing to our aspiration of Zero Harm for everyone involved with, or affected by our work activities
· Ensure familiarity with and use of company safe working procedures in every task
· Commit to learning and make use of training opportunities
· Consider new or safer ways of working and make suggestions known to managers
Adopt a position of Safety First on every work activity and encourage others to do the same
	Interview

	Working Together towards a Successful Business
This is about contributing to good working relationships and team effectiveness, so that the collective performance is greater than the sum of each individual’s effort, whilst recognising the contribution each team makes to Corserv Facilities Ltd.’s business objectives. This is seen by:
· Willingly participating, does their share of the work and keeps them self and others safe
· Speaking positively about the contribution of others in the team
· Listening to others’ needs and offers to help – especially when resources or deadlines are tight
· Sharing information with colleagues to achieve business objectives
	Interview

	Leading the Business and Managing Change
This is about contributing to the business and inspiring others to learn and develop whilst accepting challenges, especially in times of change.  This is seen by:
· Speaking positively about Corserv Facilities Ltd.’s vision and values
· Giving and receiving feedback in a timely, constructive and sensitive way
· Working with individuals and team members effectively by setting a good example
· Seeking to understand the need for change and undertakes positive action
· Encouraging and supporting individuals, even when results could have been better
· Giving individuals ownership of their work rather than controlling everything
· Willingly accepting responsibility for challenging goals and targets
· Promoting effective working during change by coaching and encouraging experimentation
	Interview

	Satisfying our Customers and Engaging with our Community
This is about contributing to good customer (including client) relationships and working with and engaging our partners and communities to support local aspirations. This is seen by:
· Understanding and putting Corserv facilities ltd.’s vision and objectives into action 
· Behaving with courtesy and helpfulness at all times
· Keeping promises made to customers and colleagues
· Making a positive contribution to the community
	



Interview

	Sustaining and Innovation our Business
This is about contributing to the ongoing success and development of Corserv facilities ltd.’s business, by growing and innovating for long term sustainability. This is seen by:
· Understanding the contribution they make within the business
· Managing costs and resources effectively, including time, resources and equipment
· Showing an understanding of the knock-on effects of mistakes and poor communication
· Generating ideas and solutions to improve their service 
	




Interview



	Knowledge, skills and experience
	Recruitment and selection

	NVQ2 in a related service capacity or experience of working in a related service area
	Application Form

	Has sufficient knowledge and ability to supervise staff in a Facilities service provision environment demonstrates proven IT skills 
	Interview
Assessment

	Previous work experience in cleaning/facilities related work in an office, school/college or industrial environment. 
	Application Form

	An understanding of H&S in the workplace including carrying out risk assessments
	Application Form
Interview

	Ability to undertake minor maintenance activities
	Application Form
Interview

	Demonstrates the ability to work under own initiative within operational guidelines
	Interview

	Diplomatic and personable and has the ability to be assertive when required
	Interview

	Has sufficient knowledge and skills to be able to deal with the public effectively, observe confidentiality and maintain dignity
	Interview



	Other requirements
	Recruitment and selection

	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 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 Form


	The normal duties of the role may involve travel on a regular or occasional 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
	Application Form

	Full driving licence
	Application Form

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

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

	This post is subject to a criminal records disclosure check
	YES, Basic 

	This is a politically restricted post
	NO
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