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	AHDB JOB DESCRIPTION

	Job Title
	Facilities Administrator


	Department
	Human Resources and Corporate Services


	Location
	Stoneleigh

	Line Manager (Job Title)
	Estates Manager




	MAIN PURPOSE OF THE DEPARTMENT AND JOB 

The Facilities Department provides AHDB with the facilities and reception services together with equipment necessary for the organisation to carry out its day-to-day tasks, in a safe and efficient working environment.  It delivers cost-effective, high-quality office services that meet staff and levy payer needs.

Reporting to the Estates Manager and assisting the Facilities Manager and Facilities Co-ordinator in the delivery of the above.



	DIMENSIONS: AUTHORITY LEVELS & DECISION MAKING

To be Advised

Budgetary responsibility:

To be Advised



	WORKING RELATIONSHIPS/MAIN CONTACTS/CONTEXT
As described in the Key Responsibilities.

	KEY RESPONSIBILITIES
1. Ensure all internal facilities are fully operational and report any defects.

2. First point of contact for staff with facilities queries.

3. Assist the Estates and Facilities Managers with the company car fleet management, external maintenance contracts and services and ensure all services used are the most competitive at all times.

4. Assist with the management of bookings for pool cars and complete hand over checks with drivers.

5. Assist the Estates Manager with the implementation of Health and Safety matters, including fire evacuation procedures, assisting with and organising workstation and risk assessments and other general H&S matters to ensure a safe environment for working. 

6. Assist with carrying out weekly fire alarm tests in all AHDB buildings.

7. Liaise with third parties and contractors regarding up keep of AHDB buildings.
8. Assist with preparation of meeting rooms for internal and external meetings eg. Board, Advisory Committees, Senior Management.

9. Maintain databases of franking, postage, photocopying and consumables for all departments. 

10. Collect incoming and outgoing post from AHDB buildings and deliver to HQ. Assist reception with franking and sorting when required.
11. To provide cover for reception duties, as and when required.
12. The post holder will also be expected to carry out any other duties that may be reasonably requested by the Estates Manager, Facilities Manager and Facilities Co-ordinator.



	KNOWLEDGE / EXPERTISE / MINIMUM QUALIFICATIONS (the following are essential requirements)
· Previous experience of working within a Facilities department

· GCSE level maths and English

· PC literate

· High standard of interpersonal skills, particularly the ability to deal with the demands of staff and external customers.

· Aptitude for administration

· Aptitude for learning

· Commonsense and a mature attitude 

· Customer focused



	OTHER ATTRIBUTES / KEY SKILLS/COMPETENCIES

Knowledge of Health and Safety legislation for the work place would be an advantage
Clean Driving License


	SIGNATURE (Post holder):                                                   DATE:

SIGNATURE (Manager):                                                        DATE:
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