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JOB DESCRIPTION

	Job Title: Facilities Assistant

	Department/Team: Facilities / Glenmore Lodge
	Date Created:  July 2014


	DEPARTMENT/TEAM DESCRIPTION

To provide a full range of facilities services to sportscotland Glenmore Lodge including administration, audit, maintenance and support of all on site facilities, equipment stores services, vehicle fleet, grounds and utilities.  Meeting Health and Safety requirements and internal sportscotland stakeholder requirements.



	JOB PURPOSE

To provide a high quality, efficient and customer focussed provision of equipment stores services at the centre, including issuing, audit, repair and maintenance of equipment as required.  Involvement in supporting the work of the Facilities Maintenance Team.



	RESOURCES MANAGEMENT

Management responsibility for:  No direct or indirect reports

Reports to:  Facilities Manager
Budgetary Signing Limit up to:  N/A




	KEY RESPONSIBILITIES

· Maintain and oversee a system of recording of equipment i.e. issued/returned, lost or write-off, stock control, audits etc in line with centre policies and guidance
· Appropriate maintenance & repairs of stores equipment within both facilities and training departments
· Maintain a high level of professional engagement and customer service with all visitors to stores

· Work closely with colleagues to ensure availability of store/equipments to meet the needs of the training program

· Recommend and advise of suitability of repair versus write-off of stores equipment

· Involvement in the supervision of trainees from  the Instructor Development Scheme when they are working with the facilities team
· Assisting in the management of the lifecycle of stores equipment 
· Ensure the stores area is maintained to a high standard for all customers (internal and external) 
· Facilities Department routine & non routine work, maintenance, grounds up keep and routine audits
· Undertake regular activities such as grass cutting using tractors, mowers & strimmers, snow clearance using tractor snow ploughs, snow shovels etc
· Adhoc requests to support the smooth running of the centre from the Facilities Manager.  


	MAIN JOB REQUIREMENTS
Education:

· NC, or SVQ II Level or equivalent
Specific Experience (Required):
· 1-2 years work experience within a stores or customer service environment, including undertaking minor repairs and maintenance of equipment, and familiarity with stock control systems
· Full driving licence including D1 E Licence (NB: training will be provided if not already obtained) 
· European Computer Driving Licence or equivalent experience 
· Full training on a range machinery i.e. tractors, mowers, strimmers, small snowploughs (NB: training will be provided if not already obtained)
Desired
· Previous experience of working in the outdoor/leisure sector with related equipment



	JOB CLASSIFICATION FACTORS

1. Knowledge and Specialist Skills - (a) Knowledge and Experience
· 1-2 years work experience within a stores or customer service environment, including undertaking minor repairs and maintenance of equipment, and familiarity with stock control systems

· Competent communicator, both internally when exchanging/seeking/explaining information, and externally when dealing with clients and service/equipment providers

· Intermediate IT skills in M/S Office packages and wider stock control systems

· Expereince of driving relavant vehicles

      Knowledge and Specialist Skills - (b) Level of Applied Expertise

· Will undertake a variety of mainly routine tasks based upon planned programme

· Jobholder will need a wider range of procedural/technical understanding across all equipment used and repaired
· May be the person within the Facilities team with specific expertise of the usage of kit and equipment issued to clients and the team member that liaises closely with Instructors around operation

· Most activities are covered by standards and procedures, both internal and industry, including Health and Safety

2. Resource Management

· No direct or indirect reports, undertakes occasional Instructor Development Scheme supervision
· Will order a limited amount of supplies, consumables and spare parts from agreed contractors/suppliers

· Wider responsibility for the security, storage and proper usage of £200k worth of kit

3. Complexity - (a) Problem Solving

· Problems faced are often around maintaining stores audit system for day to day equipment issue, often reactive operational problems, dealing with broken facilities equipment or adverse weather, under time pressures relating to course delivery – will need t proiritise own working day
· Problems are well known and involve following known solution paths

Complexity - (b) Creativity/Innovation

· Jobholder is expected to follow standard Health & Safety guidelines at all times, and follow guidelines issued by equipment providers

· May suggest use of new prcedures and machinery

4. Delivering Results – (a) Strategic Responsibility
· This role is focused on day-to-day activities, but has to plan up to one month in advance to ensure kit & equipment availability against expected course requirements and centre up keep
       Delivering Results - (b) Decision Making 
· Jobholder makes decisions around the suitability and serviceability of kit – is fit for purpose/does it meet required standards? Should it be written off or repaired? Some subjective decisions need to be made, but decisions should be made in light if risk assessment, best practice and Health and Safety requirements? Decisions in areas of non-specialisation or any doubt are referred to Facilities Manager and Head of Training
· Jobholder makes decisions around prioritisation of daily tasks – which ones are critical to course delivery, which ones have Health and Safety impact?  Referral to Facilities Manager and head of Training for non routine issues
5. Networks and Relationships – (a) Networking/Communication
· Internally, the jobholder interacts mainly with Facilitiy Team peers and the Training Department. Most interaction is around information exchange/reporting around maintenance/availability issues and collaborative, reactive problem solving. Frequent interaction with Office team around client numbers

· Externally, the jobholder interacts with a wide variety of suppliers, investigating best manufacturers, testing new products and the performance of existing kit. With clients, job involves passing information and giving basic instruction

       Networks and Relationships – (b) Team Working

· Member of Facilities Team looking at the successful upkeep and functionality of the Centre and its training assets , exchanging information and ideas, contributing in areas of specialisation/experience
· Forms an extension to the Instructor team, works closely with them
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