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Being there for you
and your family




JOB DESCRIPTION

JOB TITLE:


Facilities Officer

RESPONSIBLE TO:
Facilities & Operations Manager
LOCATION:


LOROS, Groby Road, Leicester
HOURS:


Full time, 37.5 hours per week, Monday to Friday, 




plus be part of the out of hours on call engineer rota
JOB PURPOSE: 
The successful candidate will be working as part of a small team to deliver facilities and operational services to the LOROS Hospice and the wider estate.  This role requires someone with excellent interpersonal and organisational skills who has experience of working within facilities management team, delivering planned and reactive maintenance.

DUTIES AND RESPONSIBILITIES:

1. Co-ordinate and complete when due planned preventative maintenance activities allocated to you.  These could be either in-house or subcontracted services.  Ensuring that any/all recommendations following a planned maintenance visit are followed through to completion. 

2. In the absence of another Facilities Officer, you will be expected to assist with the completion of their planned preventative maintenance activities as they fall due.  You will be trained to deliver all of the PPMs.

3. Work with the Facilities & Operations Manager to ensure maintenance schedules and records are up to date with service visits and services sheets, ensuring the Vantage CAFM system is completed accurately, for both self-delivered and sub-contracted work. Be responsible for identifying remedial works/recommendations from the maintenance visit for logging on the Vantage CAFM system.  Ensure recommendations are acted upon within a reasonable timescale i.e. obtaining quotations/assessing the necessity of the work/getting the work completed.

4. Respond to reactive maintenance jobs as they come in, prioritising jobs and completing them in a safe and timely manner.


5. Carry out minor electrical works within capabilities, ensuring compliance to the Electricity at Work Regs 1989.

6. Sub-Contractor Management

Work to the Control of Contractors Policy ensuring receipt of current and relevant risk assessments, method statement, COSHH risk assessments, insurances and training/competency certificates etc. for each task to be carried out.  Liaising with the Health & Safety Officer, for help with any issues related to the information received.  Once on site induct the contractor to their area of work and site emergency procedures and manage the contractor whilst on site, checking quality of work and cleanliness of work area on completion.

7. Work to Risk and Method Statements for all planned and reactive tasks, including POW risk assessments, and identifying new or different hazards before commencing work.  


8. Be trained in infection prevention and gain an understanding of the risks associated with working in a clinical environment.


9. Be trained as a Fire Marshall and participate in emergency evacuation procedures as required.


10. Participate in the out-of-hours on-call process and respond to call outs as required.
11. Communicate with other members of the department regarding any site developments/changes etc.

12. Assist with office moves/conference room set ups as required.

13. Provide event support, help at events and represent LOROS on other occasions as deemed necessary.  This may require working outside of contracted hours.
14. Carry out any reasonable additional duties/tasks as requested by line Manager and assist other team members as required.

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.

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

