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	Title
	Facilities Support Technician

	Band
	Individual Contributor - Business & Operations Support

	Grade
	S2 - Intermediate

	Job Family
	FAMUS2

	Reporting To
	Senior Facilities and Compliance Manager

	Location
	 Hastings 


	Position Objective

	In this role you will support the onsite GDUK-MS Facilities and Safety, Health and Environment (SHE) Teams to deliver operational excellence and maintenance of GDUK-MS sites. Reporting directly into the Senior Facilities and Compliance Manager to provide practical and physical support to maintain the fabric of GDUK-MS sites, successful delivery of project works, management and administration of services carried out by third party facilities contractors and promotion of a positive health and safety culture



	Generic Level Description

	General
	Under general supervision, provides support services for line and or functional teams.  Performs standard duties requiring knowledge of subject matter and general understanding of department practices.

	Complexity
	Applies learned skills and knowledge to semi-routine tasks associated with the job family. Uses established practices and standard procedures to complete assignments.

	Decision Making & Autonomy
	Generally makes decisions/exercises judgment within clearly established procedures or practices, specific to the department or workgroup. Consults with others on unclear situations.

	Problem Solving
	Works on problems of moderate scope where resolution requires review of known or identifiable factors.

	Key Contacts
	Builds internal relationships with others outside of own work group or team particularly with internal customers; may interact with external contacts independently; may initiate information exchanges

	Communication
	Asks questions, checks for understanding, provides explanation clearly and precisely.

	Supervision Required or Provided to Others
	Works under supervision and receives guidance from others as needed. Progress and output is regularly reviewed, and feedback is provided to support continued learning.  May assist entry level staff in routine situations.


	Discipline Description

	Responsibilities Include

	· Provide assistance, support and attendance to rectify facilities services and building issues via the service desk process

· Provide basic day to day support to the Facilities Team of electrical, plumbing and mechanical technicians  - maintenance and services works, project works, program initiatives and business improvement works

· Maintain administration of facilities and Safety, Health and Environment (SHE) records, reports and compliance certs

· Management of the Facilities & SHE shared mailboxes

· Raising and organization of requisitions and receipting PO’s; act as point of contact for Accounts Payable

· Provide porterage and facilities support to onsite events and visits

· Ensure successful delivery of third party facilities and SHE contractor services
· Provide escort as required to third party facilities and SHE contractors

· Support delivery of desk moves and space management initiatives.

· Ground maintenance and seasonal site upkeep – winter gritting, snow clearance, sign cleaning, waste management
· Support the monthly in-house PPM schedule

· Provide administrative support of Facilities and SHE third party systems and platforms – including, but not limited to, the SHE statutory training platform, PAT testing system and Zeta Safe compliance platform 
· Maintain Facilities asset management registers

· Maintain Facilities and SHE Contractor Register

· Regular post runs between Hastings sites

· To undertake such additional duties as might reasonably be requested by the company




	Knowledge, Skills & Abilities

	Required Skills & Abilities

	· Experience of building facilities management and maintenance schemes
· Hold a clean driving license
· Effective communicator, able to adapt style and build strong working relationships internally at various levels as well as externally, e.g. contractors and external agencies

· Influencing and stakeholder management capabilities

· Demonstrable experience of problem solving and multitasking

· Significant knowledge and working capability with MS packages

· Experience of working in a manufacturing/engineering environment beneficial


	Education & Experience

	Required Education & Experience
	· Trade experience beneficial but not essential
· Demonstrable of H&S in the workplace. Working Safely or equivalent beneficial but not essential
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