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JOB DESCRIPTION

JOB TITLE:
-
GRADE:
 -
REFERENCE CODE:
-
DEPARTMENT:
-
RESPONSIBLE TO:
Facilities Manager

RESPONSIBLE FOR:
-
LIAISON WITH:
Departmental Heads, Contractors, Suppliers etc

Main Purpose of the Role

To supply the Facilities Department with - - -  support it requires to undertake its Mission

DUTIES AND RESPONSIBILITIES:

Strategy

· Here the involvement of the post holder would be detailed in any aspect of strategic planning or control or recording, such as BC DR and Budgeting or reviewing the Services provided by the FM team

Team

· Here aspect would be detailed of how the post holder would relate to other members of the team and specific areas where the post holder would manage or supervise other members of the team

Communications

· Here will be detailed the specific responsibilities required of the post holder in communication above to our team customers and directors and to our staff and contractors and suppliers.
Buildings

· Where the team has a building service responsibility they would be listed here
· With the respective SLAs and KPIs which will detail the controls and records required to demonstrate; good practice, compliance and safe workings 
Services

· Here may be a long list describing the many and diverse services the post holder provides through the FM team to its customers
· This may included SLAs which are specific to the post holder 

· Or may detail the general team SLA’s that can be effected by the post holders performance

· SMART terminology will be used to describe KPIs detailed here

Environment

· Here the aspects the post holder should be detailed to allow them to understand how the role impacts on the environment
· Also here should be the data that should be recorded to provide proof of the teams attention to the company environmental statement
Compliance 

· Here to list the items the post holder should comply with by testing and record keeping of the data in a safe robust and reportable manner
Contractor Management

· Here detail the responsibilities of the post holder in the creation and management of contractual documents on all contractors and suppliers used by the FM Team
· Responsibility for planning of contract reviews of service and negotiation on price would be detailed here 
Information Communication Technology

· Here would be detailed specific responsibilities for Data Protection, hard and software management or connectability 
General

· Undertake any other duties as may be properly assigned to the post by the FM.
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