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	[bookmark: _Hlk138085834]JOB DETAILS

	Job Title:
	Facilities Assistant 

	Function: Department
	HSE and Facilities 

	Location:
	Milton Keynes 

	Reporting to: Reporting To
	HSE South & UK Facilities Manager 

	Effective Date: irectReports
	ASAP

	Financial Scope/Operating Budget/Revenue (P&L) (If Applicable)

	

	Old DPG Grade/New DPG Band:
	G



	[bookmark: _Hlk138086315]JOB PURPOSE & RESPONSIBILITIES

	Job Purpose:

The purpose of the Facilities Assistant role is to support the day-to-day operations of the facilities department, ensuring that buildings, equipment, and services are maintained to a high standard. This role involves coordinating maintenance activities, managing contractors, and providing general administrative support, including covering reception, as required.


	Key Responsibilities/Job Tasks:

Please list the most important responsibilities (with a breakdown of Frequency against each e.g., sometimes, often, considerable etc).

· Act as the first point of contact for facilities-related queries from staff, providing prompt support and resolution, i.e. board room/meeting room set up.
· Resolve issues efficiently to minimise disruption and maintain smooth site operations.
· Champion compliance with health and safety regulations, ensuring adherence to company policies and legal requirements.
· Support the Facilities Coordinator in overseeing on‑site contractors to ensure compliance with RAMS and Health & Safety requirements. Jointly coordinate with external contractors on repairs and scheduled maintenance.
· Identify, monitor, and report building issues such as plumbing, electrical, and HVAC to ensure timely action.
· Process invoices and purchase orders for facilities services accurately and in timely manner.
· Raise purchase orders in line with quotes or invoices, check deliveries, and maintain accurate records of facilities-related spending to support budget control.
· Conduct routine checks and maintain records for fire safety, first aid, and emergency procedures.
· Assist in the upkeep and maintenance of office premises and equipment to maintain a professional and safe environment, primarily covering Support Office but may be extended to SCC to support with tasks, such as waste management.  
· Track and manage inventory of office supplies and equipment ensuring availability and cost-effectiveness.
· Assist with office moves, furniture setup, and space planning to support business needs.
· Support general office upkeep, i.e. checking coffee machines, performing ad‑hoc spill or interim cleaning between scheduled cleans and watering office plants to maintain a tidy and welcoming environment.
· Provide reception cover when required by the business.
· Deliver flexible support across the Facilities department, contributing to ad-hoc tasks as needed including support with larger deliveries.



The following sections consist mainly of a series of questions related to specific skills/job requirements.  You should focus on the role rather than the individual when considering the most appropriate answer and should base the response on what you consider to be the normal features of the job which are typical of the job and its usual working conditions over the year.

	SKILLS & JOB REQUIREMENTS (Please complete where applicable)

	Strategic Responsibility
Please provide details of the level of responsibility the role has for setting strategy: (Please indicate if a role has accountability for setting or inputting into a specific strategy e.g., a Functional Strategy, please confirm if it is Significant)

N/A

	Business Knowledge
Please provide details of how much business knowledge the role requires as a minimum requirement i.e. how much internal knowledge of the business is required, and how much if any external commercial awareness is required? Which teams does the role work closely with?

There is no minimum pre-existing business knowledge required; however, the role demands a strong knowledge of health and safety standards, compliance, and internal facilities processes. The Facilities Assistant will act as key contact for facilities related queries for all staff and will work closely with other Facilities team members as well as, H&S and Reception. A basic knowledge of contractor requirements and service-level agreements will be needed.

	Problem solving
Please provide details of how the role resolves problems/issues on a daily basis: e.g. Does the role use straightforward common sense? Does the role make straight forward judgements and is guided by precedents? Does the role evaluate multiple sources of information in complex or novel situations? Does the role use other skills for problem solving? Does the role require advanced analytical thinking to develop innovative solutions to problems?

The Facilities Assistant role is fast-paced and dynamic, focused on coordinating planned maintenance while also responding quickly to unexpected issues and breakdowns to ensure operations run efficiently and disruptions are minimised. By keeping facilities well-managed, the position makes a meaningful contribution to the business, sustaining site productivity and ensuring colleagues and visitors enjoy a high-quality experience.

	Decision making
What level of decision making is required of the role and on what decisions does it impact? E.g., there is little requirement for decision making in the role, or role makes decisions within defined procedures, or role makes decisions within broad business guidelines where there are few or no policies available.
The role requires independent decision-making within defined business guidelines and established procedures, resolving minor issues promptly while escalating complex or high‑risk matters to the Facilities Manager. These decisions support operational continuity and employee experience, guided by company policies and precedents.


	Communication
Please outline the type of communication skills required: e.g., is basic common courtesy required, or regular exchange of factual information, or are influencing or negotiation skills required as an essential requirement of the role?

The role requires clear, professional communication to address staff queries and liaise with contractors, maintaining a customer‑focused approach. Regular exchange of factual information and occasional influencing skills are needed to coordinate tasks and ensure compliance as well as timely resolution of any issues.


	Innovation
To what extent does the role contribute to and manage change, e.g., suggest improvements to products/processes or contributes useful ideas or regularly recommends improvements on existing procedures and quality within own area, or develops/adapts new existing processes for increased quality/efficiency or continuously searches for improvements in techniques which add value to the business and has full responsibility and accountability for implementing these.

The role contributes to continuous improvement by suggesting practical enhancements to facilities processes and supporting efficient site operations.



Please summarise the levels of minimum education, knowledge, skills and experience this position requires (e.g., if you would be recruiting to fill this position, what aspects of background or knowledge would you expect a successful job applicant to have?)

Note: This may differ from the current job holder’s own skills and experience

	PERSON SPECIFICATION

	1. Professional Qualification(s)
	GCSEs or equivalent in English and Maths

	2. Knowledge
	Previous experience in facilities or building maintenance (preferred).
Basic knowledge of health and safety regulations.
Understanding of building systems (lighting, heating, security).
Awareness of workplace safety and compliance requirements


	3. Skills/Ability
	Good organisational and time management skills.
Ability to prioritise tasks and work under pressure.
Competent in using Microsoft Office (Word, Excel, Outlook).
Practical problem-solving and basic maintenance skills
Team player with a customer-focused attitude.
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