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Post Title:		Facilities Technician

Service:		Facilities Management

Grade:		1-2

Responsible To:		Neil Sutcliffe, Compliance & Facilities Manager


Job Summary:

The Facilities Technician (FTec) is TWBC’s business critical emergency service, supporting the overall function of the Council and providing an immediate first response to all building and service issues. Using building specific systems and plant knowledge to diagnose malfunctions or raise instructions to contractors.

As part of a team the (FTec) runs the daily operation of five operational sites and numerous community facilities, including undertaking statutory compliance audits and performing an in-house maintenance, repair and handyman service. This role also provides an administrative function by organising the delivery of reactive repairs and servicing by term maintenance contractors.

The FTec jointly carries out and supports multi-disciplinary operational and physical building management, undertaking the daily practical and administrative tasks on behalf of the Operational Compliance & Facilities Manager which carry both legal and business continuity implications.

The FTec is skilled and accomplished to Institute of Workplace Facilities Management (IWFM) industry standards, holds administrative, people and technical skills and knowledge in the function, operation, repair, maintenance and management of buildings, structures, and their environment to improve the safety and quality of life of people, and the productivity of the organisation.

Main Activities:

1. To manage the day-to-day operation of operational buildings and community facilities including
· Fire and security management
· Compliance management
· Opening and closing procedures
· Health and safety checks
· Maintenance and service contractor access and supervision
· Meeting room management

2. To provide a wide range of services to building users including 
· Furniture moving
· Postal and parcel duties
· Reception cover
· Waste Management (Better Recycling)

3. Maintain positive client relationships by being the responsive first point of contact across potentially any subject via a broad range of communication channels.

4. Support and manage the environment of buildings occupied by TWBC staff to provide a comfortable and productive environment to support the organisation including the support to Civic, corporate, and other high-profile events.

5. Represent TWBC and the Facilities Service to build and maintain relationships with all leaseholders, high profile tenants and other services to ensure the business-critical co-working project and overall customer experience when engaging with the Facilities team is a success.

6. Essential support for the smooth running of our flagship amenity The Amelia Scott, ensuring a safe and comfortable environment for all staff, partner organisations and visitors.

7. Lead, direct and instruct specialist trade workers from Property Services term maintenance contracts to ensure repairs and servicing are carried out in a safe and efficient manner which limits impact on TWBC operations. Being responsible for stopping the works in the event of unsafe contractor working or conditions.

8. Assess and analyse helpdesk calls, contractor feedback and work instruction via a variety of communication methods from a wide variety of stakeholders for Property Services’ term maintenance contractors. To facilitate prompt repairs to building and plant to ensure business continuity and the health, safety, and wellbeing of users.

9. Undertake across 17 sites, maintenance and building compliance checks, tests, and repairs to building fabric, services, fixtures, and fittings in house to deliver a TWBC tailored service that also produces a cost and time saving over the use of an external contractor.

10. To carry out health and safety audits, including assessing safety standards and prioritising remedial actions to minimise risk. To also monitor the cleaning contractor performance on behalf of the Compliance and Facilities Manager.

11. Undertake audits of contractor performance as well as inspections and tests of buildings, services, and plant to ensure service levels are met, functionality, compliance with law and the health, safety, and wellbeing of people is maintained.

12. Schedule servicing of plant with Property Services’ term maintenance contractors. Collect, process, and distribute resulting data and certification to demonstrate correct functionality, compliance with law, and reduce breakdowns.

13. To assist in the collection, saving, distributing and maintaining of files on TWBC property assets including compliance certification such as legionella, gas and electrical safety.

14. Will be the principal collector of data to submit to Laser Bureau, imperative to ensure the reports provided to management board and the sustainability manager are accurate, critical data to ensure TWBC are working to reduce the organisations carbon footprint.

15. When deemed trained and competent by the Compliance & Facilities Manager - to be on standby out of hours on a rotational basis and to be a nominated key holder for multiple sites. To attend call outs for those sites for alarm activations, responsive repairs, and supporting TWBC’s business continuity, emergency planning, health and safety, and reputation.  To also provide support to the Building Control department by delivering (via trailer), erecting and dismantling Heras fencing where required across the borough of Tunbridge Wells.

16. Manage TWBC’s confidential wastepaper, its transport, destruction, and disposal, ensuring compliance with Data Protection legislation and reducing TWBC’s exposure to potential non-compliance liability.

17. Support personnel across the organisation in relation to hybrid working, post scanning and printing, undertaking tasks on request from property and estates, being the face of the organisation for tenants and residents.

18. To work with all other members of the team to organise and manage workloads effectively, ensuring that all the teams operating standards, objectives and procedures are always adhered to.

19. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.

20. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk.

21. To carry out any other duties as required by the Compliance & Facilities Manager to deliver the wider Facilities Management service to TWBC and within the skills of the post holder.

NB	This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change and any changes will be made in consultation with the postholder.
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