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	AHDB JOB DESCRIPTION

	Job Title
	Facilities and Maintenance Support


	Department
	Human resources and Corporate Services


	Location
	Stoneleigh

	Line Manager (Job Title)
	Facilities Manager


	MAIN PURPOSE OF THE DEPARTMENT AND JOB 

To provide efficient and effective facilities support to the organisation. To be responsible for the general maintenance of the building and surrounding areas.


	DIMENSIONS: AUTHORITY LEVELS & DECISION MAKING

To be Advised

Budgetary responsibility:

None


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


	KEY RESPONSIBILIES
1. First line maintenance for fixtures and fittings. Minor improvements such as the erection of small shelves, display and notice boards
2. Unblocking sinks, traps and waste pipes. Adjustment and re-washering of taps

3. To monitor stock levels of consumables items such as light bulbs and arrange to replenish supplies in accordance with current procedures

4. To attend to, where necessary, personnel visiting the site such as contractors, representatives of utilities and monitor any work being carried out within the post holder’s area of responsibility

5. To purchases where necessary any goods/items required for maintenance and care of the building as deemed by the manager

6. To make the required routine checks on door closures, emergency lighting, firefighting equipment and the fire alarm.
7. To liaise with the manager and senior staff and record any problems requiring specialist attention

8. Cleaning of any outside areas

9. To look after the storage building, post room and help deliver and collect the post

10. To attend any training courses relevant to the post

	KNOWLEDGE / EXPERTISE / MINIMUM QUALIFICATIONS
· Good communication and interpersonal skills
· Good client/customer service skills
· Ability to follow oral and written instructions
· Ability to prioritize multiple tasks 
· Ability to work effectively with a team
· Ability to work independently as needed to support the group effort
· Valid driving license required


	OTHER ATTRIBUTES / KEY SKILLS/COMPETENCIES
The work requires routine walking, standing, bending and carrying items


	SIGNATURE (Post holder):                                                   DATE:

SIGNATURE (Manager):                                                        DATE:




2

