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Waverley is an ambitious authority, committed to being one of the leading Councils in the country at a time of major change by developing a high performing, highly engaged staff team to share the organisation’s values and deliver our corporate objectives.  
 
	JOB DESCRIPTION  

	Job title:  
	Facilities Assistant  

	Service:  
	  
Assets and Property  
  

	Team:  
	Facilities  
  

	Location:  
	The Burys, Godalming, Surrey, GU7 1HR  
  

	Reporting to:  
Responsible for:  
	Facilities Manager  
  
  
  

	OUR ORGANISATIONAL VALUES   

	Openness  
	In Waverley we value openness and honesty where communication is clear and constructive and actions are transparent.  

	Excellence  
	In Waverley we value excellence, working in a consistent and professional way to achieve the highest standards possible, taking the time to recognise and celebrate success.  

	Fairness  
	In Waverley we value fairness and respect, working with integrity to ensure that everyone is treated well and has equal access to the opportunities available.   

	Team Work  
	In Waverley we value team work and collaboration, with approachable staff actively contributing to our shared corporate goals.  

	  
Taking Ownership  
	In Waverley we value taking ownership, where everyone feels personally committed to issues at hand and is working towards a positive outcome.  

	PRINCIPAL PURPOSE OF THE ROLE  

	Providing a range of office/janitorial facility services to help ensure the smooth operation of the    Council Offices.  	  
  


 
	MAIN DUTIES AND ACCOUNTABILITIES  

	· To check throughout the day the condition and appearance of rooms, offices and corridors.  
· To check fixtures & lights and to replace lighting tubes/bulbs as necessary  
· To ensure that buildings are as safe and secure as possible, including at weekends and bank holidays and outside of office hours.  
· To ensure that adequate supplies of toiletries and any other items such as towels and toilet rolls are maintained in all toilets at all times  
· To carry out minor office repairs and maintenance as directed and to report faults and building problems to the Facilities Manager  
· To set up Committee Rooms and the Council Chamber ready for use in the required format and to ensure that rooms are tidy and in an acceptable state  
· To have an understanding of fire safety regulations, Health and Safety regulations, emergency procedures and the rules for evacuating the offices  
· Respond to any emergency alarm call/ activation, i.e. fire or intruder, as quickly as possible  
· Assist with offices parking control as and when necessary.  
· Ensuring clear and safe pedestrian access to the offices particularly in adverse weather conditions  
· To set up Committee/meeting rooms with audio visual equipment as required  
· To clean and fill drink vending machines and clean and check water machines  
· To move furniture and equipment, and undertake porterage tasks as required including setting up and clearing away furniture  
· To attend to, where necessary, personnel visiting the site such as contractors  
· Emergency cleaning and clearing up  
· On occasion, and as directed to attend other Council Offices  
· To assist with the fleet vehicle fueling and monitoring   
 
Business Continuity   
· Play a pivotal role in business continuity planning and should the need arise assist in ensuring business recovery of key service provision in a 24 hour window.  
· Health and Safety  
Comply with all Health and safety legislation for your area of work, ensuring that risks are identified, managed and monitored as required  

	DIMENSIONS OF THE ROLE  

	  
· Observation and reporting any defects or problems  
  
· Flexibility as service requires  
   

	AREAS OF ACCOUNTABILITY/PROBLEM SOLVING – DECISION MAKING / SCOPE FOR IMPACT  

	  

	PLANNING/ORGANISING/CONTROLLING  

	  
  


 
	CUSTOMERS AND CONTACTS  

	INTERNAL  
             Council Members, office staff, cleaners  
EXTERNAL  
              Members of the public, users of facilities and contractors  
  

	SERVICE/TEAM STRUCTURE  

	                                                                    
  
 
 
 
Facilities Manager
 
Cleaning Manager
 
Cleaners x 7
 
Facilities Assistants x 2
 
Evening Security 
 

  
  
  
  


 
 
PERSON SPECIFICATION  
  
Candidates must be able to demonstrate, giving examples, all essential criteria marked as A, A/C or A/I within their application form to be shortlisted for this role.  
  

	PERSON SPECIFICATION  

	  
	ESSENTIAL CRITERIA  
	HOW ASSESSED  
	DESIRABLE CRITERIA  
	HOW ASSESSED  

	QUALIFICATIONS/  
EDUCATION /  TRAINING /  
EXPERIENCE  
  
	Reasonable standard of education – literate and numerate.  
	A/I  
		 Manual 	Handling 
Training undertaken  
	A/I  

	
	  
	  
	Awareness of Health and Safety issues  
  
First Aid  
	I  
  
  
A/I  

	KNOWLEDGE  
/TECHNICAL  
SKILLS  
  
	Experience of undertaking minor maintenance jobs.  
  
	A/I  
	  
	  

	
	Previous experience of Office Facilities role, janitorial, caretaking or building security experience  
	A  
	  
	  

	
	  
	  
	Awareness of 
Safeguarding  
	A/I  

	COMMUNICATION  
	Accurate spoken  
English is essential for the post  
	I  
	  
	  

	CUSTOMER  
SERVICE  
  
	Understanding of and commitment to promoting equality and diversity in service delivery and employment.  
	I  
	  
	  

	TEAM WORKING  
  
  
	Can work well as part of a team  
	I  
	  
	  

	
	Flexible to change.    
  
Commitment to customer care and the provision of a quality service.    
  
Pleasant and helpful manner  
	A/I  
	  
	  

	MANAGING 	SELF 
AND OTHERS  
	Ability to work unsupervised  
	A/I  
	  
	  

	CAN DO  
APPROACH / 
ACHIEVING  
RESULTS  
	May occasionally be needed to work at 
Farnham, Haslemere or 
Cranleigh offices  
	I  
	  
	  

	ADDITIONAL  
SPECIFIC  
REQUIREMENTS  
FOR THIS POST*   
	Full and valid current driving licence  
  
	A  
  
  
  
  

	  
	  


 * Please note that Waverley Borough Council cannot guarantee to supply you with the provision of equipment such as laptop, tablet, mobile phone or pool vehicle   
How assesed:  
	A =  	Application CV/Personal Statement  
C =   	Certificates/professional Registration  
D =  	DBS police check  
E =  	Exercise  
	I =  	Interview  
	M =  	Medical assessment  
  
	  
For Official Use only  
	 	 

	Job title:  
	 Facilities Assistant  
	Post no:  
	 AM05  

	Service:  
	 Assets and Property  
	JE score:  
	  

	Team:  
	 Facilities  
	Pay band:  
	 11  

	Location:  
	The Burys  
Godalming,   
Surrey GU7 1HR  
	Position type:  
(if part time, working pattern) 
	Full time  
37 Hours/ Five day week  
   

	Competencies:  
(level 1 – 4)  
	Communication:  
	1  
	  

	
	Customer Service:  
	2  
	

	
	Team Working:  
	2  
	

	
	Managing Self and Others:  
	2  
	

	
	Can do approach/Results:  
	2  
	

	REVIEWED BY:  
	Facilities Manager  
	DATE:  
	  

	CHECKED IN:  
	HR   
	DATE:  
	  

	LAST UPDATED:  
	November 2023  
	DATE:  
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