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Job Description 
	Job Title
	Facilities Officer

	Grade
	Band D

	Reporting To
	
Facilities Services Team Leader

	JD Ref
	OPS0028G


	 
Purpose

Contribute to the overall Management of appropriate resources ensuring an effective facilities management service delivery within civic buildings, promoting a safe working environment and ensuring they are fit for purpose.

Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
.
Service specific duties & responsibilities:
· As part of a team ensure that staff rotas and work schedules deliver first class services across all buildings within the service area. Behaving in a manner supporting the Council’s Customer Care Policy. Assist towards ensuring building environments are fit for purpose for service delivery and service arrangements can be delivered efficiently. Assist the Facilities Team Leader in all aspects of managing buildings and its infrastructure. Dealing directly with emerging issues within their level of training and escalating issues to the line manager as appropriate.

· Open and close buildings as directed ensuring, all security systems are functioning as expected and report defects thereof to the FM helpdesk. To operate all computerised access systems and to obtain information to assist with updates to the access database.

· Ensure all staff, public and contractors have exited the premises & all doors and windows are secured prior to closure 



· Relocate furniture and equipment through the building complex and, when necessary, between buildings to meet service needs

· Set up rooms in preparation for meetings, functions & events, including setting up IT, audio visual & presentation equipment. Be available to identify emerging IT problems during the course of any meeting, function or event and refer on to the IT Helpdesk if it cannot be resolved at the time.

· Provide support and arrange access to hireable space by third parties such as Community Groups. Ensuring rooms are set up as required by the hirer to enable the event to proceed as per booking.

· Provide support with the disposal of waste from Council buildings ensuring all waste products including confidential waste, are sorted for recycling, minimising waste destined for landfill in accordance with Council Policy.

· Respond to facilities management issues, taking appropriate action, including
the day-to-day maintenance, this includes changing light bulbs/tubes, washroom supplies. Minor and general repairs. 

· Undertake internal and external cleaning tasks including secondary cleaning, litter picking, clearing of drainage gullies & traps, unblocking drains, removal of weeds etc.

· Maintain a watch and patrol buildings, take appropriate measures to protect the property of the Authority and the property of people using buildings and external areas


Communication, Engagement and Training: 
· Maintain contact whilst on duty with other Facilities Management Teams, and where necessary Wirral Community Patrol, Police, Fire brigade or other outside agencies
· Operate within staff rotas that provide a safe and efficient service and participate in the promotion of staff wellbeing.

· Liaise with external contractors and suppliers to ensure compliance and quality standards are maintained. Ensure that all contractors sign the Asbestos Register and receive any risk assessments appertaining to works being carried out.

· Liaise with hirers of Council facilities ensuring events are safely managed and meet expectations resulting in a positive experience. Advise and assist visitors to Council Buildings as required

· To support the role of the premises licence holder during events.


Performance Management: 
· Ensure the Authority’s building portfolio is maintained to a standard that is fit for purpose by staff and general public, including listed building/heritage status issues.

· Regularly inspect buildings both internally & externally to identify any potential health, safety or resilience Issues

· Make decisions on a daily basis in relation to Facilities Management issues, minor works and maintenance issues, ensuring buildings remain operational. Issues of a more complex nature that have a wider impact across the whole service are escalated to relevant staff as necessary.


Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.

· Ensure Fire exits which have been secured out of hours are unlocked and functional in accordance with the relevant legislation.

· To undertake and maintain Health and Safety checklists & Fire Safety Records in designated buildings.

· Be familiar with and able to operate all emergency and safety equipment throughout the designated buildings, including fire alarm, evacuation chairs, lift winding equipment, stage and lighting winches, etc

· Responsible for ensuring that buildings are secure at all times in relation to physical security of the building and its users. Bring to the attention of management as appropriate of any potential breach in terms of legislative & data compliance throughout the Council’s building portfolio
· Flying of Flags in accordance with the instruction of the Civic section and nationally via the relevant Government ministry in Whitehall. To work closely with the Civic office to ensure that all Mayoral protocols are achieved at functions.

· Assist with meeting all Licensing Act conditions in accordance with the Premises Licence Holder.


[bookmark: _Hlk142571170]Other:
· Any other duties commensurate with the grade. 
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Role Specific Knowledge, Experience And Skills
Qualifications
· Desirable - IOSH Managing Safely
· Desirable - First Aid qualification

Knowledge & Skills
· Fire regulations, legislative compliance issues, Equality Act, Asbestos awareness.
· Desirable - Knowledge of Service Level Agreements (SLAs) in relation to Facilities Management and building maintenance.

Experience
· Knowledge and experience of working with Maintenance Contractors
· Experience of maintaining databases and other information management systems
· Knowledge of Local Authority buildings
· Knowledge of Fire regulations, regulatory Reform Order Act, Equality Act 2010
· Keyholding of Public buildings
· Knowledge of Health and Safety issues including Asbestos etc.
· Customer service
· Proactive & Flexible approach
· Desirable - Experience of working with contractors, consultants and other Agencies.

Additional Information 
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.

Health & Safety Considerations::
· Moving or handling heavy loads
· Working shifts
· Working nights
· Working with dust or fumes
· Working with skin irritants /sensitisers
· Working with chemicals (industrial or cleaning) 
· Working in a confined space
· Working at Heights
· Working with vibrating equipment / tools 
· Working with sewerage
Approved By: Neil Corser – Senior Facilities Manager
Date Of Approval: March 2026
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