Facilities Assistant
Job Description Template

	Job Title
	(X)

	Salary
	(X)

	Location
	(X)

	Department
	(X)

	Reports To
	(X)



Job Summary

The Facilities Assistant provides day-to-day support to the Facilities team, helping to ensure the smooth running of the building and a high standard of service for all staff and visitors. You will be a key point of contact for facilities queries, assist with contractor management and administration, and help maintain a safe, well-presented and fully operational environment at all times.

Key Responsibilities

1. Act as a first point of contact for the Facilities department, managing incoming queries by phone, email and helpdesk in a timely and professional manner.
1. Carry out daily building and meeting room checks, identifying and resolving issues promptly.
1. Monitor and manage external contractors on site daily including cleaning, maintenance, catering, plant maintenance and pest control, ensuring all SLAs and KPIs are met.
1. Ensure attending contractors have authority to work and have provided the correct health and safety documentation before commencing work, and maintain accurate records of contractor activity on site.
1. Liaise with service providers and contractors to ensure routine activities such as recycling and courier services are carried out as scheduled.
1. Manage the ordering and upkeep of stationery and consumables for the building, including printer supplies.
1. Assist with office moves and other ad hoc facilities projects as required.
1. Organise and maintain records for invoices, expenses and financial administration, ensuring all purchase requisitions and approvals are processed correctly.
1. Update staff floor plans on a regular basis and distribute to staff as required.
1. Assist with meeting and event setup including venue and welfare arrangements.
1. Support health and safety duties including risk assessments, contractor monitoring and fire safety, and assist with preparing for H&S and environmental audits.
1. Coordinate fire drills, maintain the fire marshal system and organise fire safety and first aid training for staff in line with legislation.
1. Assist with managing environmental matters including recycling targets, recording recycling data and filing transfer notes appropriately.
1. Ensure signage on site is appropriate and kept up to date.
1. Cover reception as and when required.
1. Support the Facilities Manager and wider team with general administrative tasks.

Knowledge, Experience and Qualifications

1. GCSEs or equivalent in Maths and English.
1. IOSH or another health and safety qualification is desirable.
1. Previous experience working within a facilities or building services environment.
1. Good understanding of M&E systems and building services.
1. Experience of purchasing, invoicing and procurement processes.
1. Good IT skills including Microsoft Office, particularly Excel.

About You

1. Well organised with strong attention to detail and the ability to manage a busy and varied workload.
1. Confident communicator with excellent written and verbal skills and a professional manner.
1. A genuine team player who also takes initiative and works well independently.
1. Proactive and resourceful, with the ability to anticipate issues and find solutions.
1. Able to work well under pressure while maintaining accuracy and focus.
1. Reliable, diligent and committed to delivering a consistently high standard of service.
1. A positive, can-do attitude with a genuine interest in facilities management.

