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JOB DESCRIPTION
	JOB TITLE:    Facilities Management Administrator
SECTOR:       Estates                                           
GRADE:         Admin / Support Scale

DIRECTLY RESPONSIBLE TO: Facilities and Health and Safety Manager




	Responsible for managing the Facilities Management Help Desk, being the first point of contact for contractors who arrive on site to undertake repairs.
Supporting the Facilities Health & Safety Manager with administration duties within a busy fast pace Estates Office.

Deputising the Estates office in the absence of the Facilities Health & Safety Manager.
Processing purchase orders and invoices sing financial software.

Management of car park intercom / access barrier.




	Main Responsibilities and Duties:
· To operate the FM helpdesk and allocate work to members of the FM team including ensuring that tasks are completed within agreed timescales and required quality.

· To produce regular helpdesk reports and measure against department service level agreements.

· To act as first point of contact for contractors who arrive on site to undertake reactive repairs or planned maintenance, agree work, supervise and sign off once complete.

· To Schedule maintenance tasks and arrange for work to be undertaken to suit business needs.

· To raise, process, input orders on the College ‘Ebis ’ software system.

· Process invoices and deal with queries.
· To produce regular financial reports including proactive highlighting of the FM account where issues could arise and recommend actions to be taken.
· Logging of attendance, absences on the College HR Software.

· Managing the car park intercom providing access to authorised users.

· Preparing meeting notes, agenda’s and minute taking at H&S Meetings, 

· Any other duties commensurate with the skills, knowledge and experience of the post-holder as may be required from time to time.
· The post-holder may be required in the pursuance of their duties to perform services not only for the Corporation but also for any subsidiary.
· The post-holder is expected to work flexibly and efficiently, to maintain the highest professional standards and to promote and implement the policies of the Corporation.
· The post-holder will be expected to comply with any rules and regulations which the Corporation may from time-to-time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.
· In carrying out their duties the appointee must be fully aware of and comply with:
·  College Health and Safety Policy and Regulations
·  Equality and Diversity Policy
·  Safeguarding Children and Adults At Risk Policies



	Working Hours
Y    You will be expected to work 37 hours per week.  Your pattern of work will need to be flexible and will therefore vary from time to time.  Occasional evening and Saturday morning work may arise.  
Training
The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post-holder may therefore, at the discretion of management, be required to undertake training and development appropriate to present and future needs of the College.
All staff will be required to participate in an annual staff development review.



	Physical Conditions
T    The post is located at Deane Road site, however, the College is multi-site, and some movement between sites will be necessary from time to time.
Probationary Period
If the post holder is a new employee to the College, the first nine months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed. 
Appraisal
The post holder will be required to participate in a staff appraisal scheme approved by the Corporation.
In the interests of Health & Safety, smoking is not permitted in Bolton College.
Bolton College is committed to safeguarding and promoting the welfare of young people and vulnerable adults and expects all staff and volunteers to share this commitment.



	JOB DESCRIPTION PREPARED BY: Facilities Health & Safety Manager
DATE:       July 2023



