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Professional
Showing respect to patients and families, as well as members
of our community, staff and volunteers.

. Focused

On exceptional quality service and support for patients
and families whilst listening, learning and adapting to their
diverse needs.

‘ Collaborative
Working together as colleagues and with local, regional
and national partners to grow meaningful relationships and
achieve sustainability.

‘ Compassionate
Showing kindness, discretion and sensitivity as we care for our
patients, families, our community, staff and volunteers.

‘ Trustworthy
Be honest, reliable and consistent, showing respect and dignity
in everything that we do.

‘ Accountable
To our patients, their families, our community, staff, volunteers
and external organisations/bodies.
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JOB DESCRIPTION

POST:
Facilities Administrator 
HOURS:
    

  37.5 hours per week
BASE:



  Leicestershire & Rutland Hospice

RESPONSIBLE TO:

  Facilities and Operations Manager
INTERNAL CONTACTS:
All staff, volunteers within the charity and its two subsidiary companies.  
JOB SUMMARY:
· Provide administrative support to the Facilities & Operations Team on all aspects of planned and reactive maintenance across the LOROS estate.
MAIN DUTIES AND RESPONSIBILITIES:

1. Support the Facilities Team with the co-ordination of the planned preventive maintenance for the estate, keeping up to date 52-week planners, ensuring all contractors are booked in to attend site when due.  Updating the Operations Calendar to reflect contractor visits.
2. Keep an up to date, accurate asset list of all medical and non-medical devices maintained by us.

3. Support the Facilities Team in ensuring any recommendation for repairs/replacements following servicing are pursued, quotes obtained and actioned in a timely manner.
4. Manage the Operations email inbox; checking regularly throughout the day and responding to, and forwarding where necessary emails received.  Any reactive maintenance requests should be added to the reactive jobs spreadsheet and allocated to a Facilities Officer.  Once complete, update the spreadsheet and close the works request.
5. Maintain filing systems for planned and reactive works ready for auditing on a monthly basis. Liaising with the Facilities Officers and contractors as necessary.
6. Administer the Control of Contractor process; keep a spreadsheet on all our contractors and the information they provide as part of our control of contractors policy. Filing all paperwork provided in a central file (once checked by HSE Officer/Facilities Officer).   On a quarterly basis, review the spread sheet checking that their liability insurances remain in date. Archiving out of date paperwork as necessary.

7. Being the point of contact for contractors, ensure the schedule of works is adhered to and advising them of specific tasks that need doing etc. Support the Facilities & Operations Manager in going out to tender for these services.  
8. Assist with the induction of contractors to site, and in certain circumstances escort them to their place of work and provide orientation information.

9. Administer the waste management folder, updating the cover spread sheet information on EWC codes, suppliers, waste carrier and management licence information. Ensure that all the paperwork is correctly filed, that the waste carrier licenses are still in date and season tickets in place and ready for auditing.
10. Assisting where necessary with the fire alarm weekly test each Tuesday (and in the absence of the Facilities Officer to implement the test) and to assist with fire drills throughout the year as a member of the fire team. 
11. Provide cover for the Telephonist / Operations Clerk as requested.
12. To assist generally in the smooth and efficient running of the department, providing administrative support to the Facilities & Operations Department in both regular and ad hoc tasks.
13. To answer the Staff Entrance/Goods Inwards door for contractors, couriers etc.
GENERAL:
All staff are subject to Equal Opportunities Legislation, the Data Protection Act and LOROS Confidentiality Policy.

To carry out and comply with the prevention and control of infection as per LOROS policies and procedures.

All staff are subject to LOROS policies, procedures and conditions of service, with reference to the Health and Safety at Work Act 1974.

The post holder is responsible for safeguarding the interests of children and adults who they come into contact with during their work. To fulfil these duties post holders are required to undertake mandatory training to recognise the signs and symptoms of abuse, or neglect, or individuals at risk and to follow LOROS policies relating to safeguarding practice including reporting any concerns that they may have.

Take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions at work.

Co-operate with their employer as far as is necessary to meet the requirements of the legislation.

All staff should be aware of and aim to contribute to LOROS’ Vision and Mission and also strive to exhibit the Values & Behaviours at all times (see attached document).
The contents of this job description are not exhaustive and may be amended in accordance with the needs of the service after discussion with the post holder whose agreement will not be unreasonably withheld.

Signed…………………………………………………………  Date…………………………………………

Postholder

Signed………………………………………………………..  Date ………………………………………..

Line Manager
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.Vision

(Our long term aspiration for our society)

Everyone with an incurable illness has the right to excellent care. This should
value and respect their uniqueness and their own choices. People should be
enabled to live and die with dignity and with appropriate and compassionate
support for themselves and their loved ones.

. Mission

(Our goals and activities in working towards our Vision)

LOROS is a charity whose aim is to enhance the quality of life of adult patients
with cancer, progressive neurological conditions and end-stage organ failure
for whom curative treatment is no longer possible. Patients are treated at

the Hospice and in the community based upon clinical need, regardless of
background and the ability to pay.

LOROS specialises in holistic, multidisciplinary care, focused on the whole
person and including family and carers. The care given takes into account the
patients’ physical, psychological, social and spiritual needs as well as their own
choices. Family members are supported in adjusting to loss and bereavement.

LOROS contributes to the education and training of its own and other health
and social care professionals and of volunteers. The charity is also committed to
research in order to improve the understanding and practice of palliative care.
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[image: image2.jpg]LOROS Hospice is a registered charity and also a company limited
by guarantee which is governed by a Board of up to 15 unpaid

voluntary Trustees. It is regulated by the Charity Commission,

MA Rc H 202 1 Companies House.and the Care Quality Commission.
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