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Job Specification

Job Title: Facilities Officer

Department: Property and Facilities Management
Section: Estates Operations

Level: 6

Day to day operation and monitoring of soft services operations and
Job Purpose: ensure appropriate monitoring systems are in place to deliver high
guality services to all clients and customers across the estate
Percentage breakdown of time spent on each duty or on a relate
Job Content: group of duties %

e To monitor day to day soft services facilities contracts operations and take remedial
action

e To liaise closely with contract staff to achieve an integrated delivery and develop
systems of communications to encourage contractors to work together

e To suggest areas of modification to services where they may be further opportunities
for improving the delivery of services

e To work closely with contracts managers to ensure Key Performance Indicators (KPIs)
and compliance information is accurate and able to inform management decisions.

e To develop full functionality of compliance software (currently C365) for the
University’s Estate; ensuring effective management of data uploads by UoL and
contractor’s staff for soft and hard services.

e To review and monitor job reporting and help desk operation to ensure effectiveness
of help desk operation

e To maintain administration systems to support operation of the contract, including
variations, additional works, performance monitoring and complaints log

e To maintain regular contact with new and existing users of services both internal and
external to the organisation and customer service

e to report any issues relating to the fabric and furnishings of the buildings

e to ensure that service providers have a clear understanding of the expectations of the
University and are aware of the University’s strategy and objectives

e To coordinate meetings with contractors and attend

e To formulate methods to ensure clients’ view are expressed and undertaken.

e To review soft FM processes and systems as directed by the Facilities Services
Manager

UNIVERSITY
OF LONDON

JD template v1



Post Number: XXX
Health and Safety

e To assist on P&FM soft services H&S issues and ensure compliance systems
are being followed

e To ensure FM contractors are aware, adhere to UoL'’s procedures, and comply
with the law.

e To promote a safe culture by contributing to Health & Safety and Risk

Management. Implement and manage Safe Systems of Work and Permits to
Work for soft services areas

Management Reporting

e To provide on a monthly basis, contract reporting and monitoring information to
the Facilities Service Manager based on soft services and C365.

e To work alongside all FM colleagues and to ensure continuous improvement in
contracts whilst developing KPIs and SLAs in order to support ongoing
monitoring of long-term contracts

Finance

e To monitor and raise purchase/work orders for additional and out of scope requests
for FM soft services and catering.

e To assist with compilation of budgets and financial control of FM and catering
contracts.

e To input, as appropriate, in the use and management of purchasing information and
systems.

e To deputise for the Facilities Services Manager

e To actively follow and promote the University of London policies, including the
University's Dignity at Work and Equal Opportunities Policy and actively promote these
wherever possible.

¢ To maintain an awareness and observation of fire and health and safety regulations

e Any other duties consistent with both the grade and scope of the post

e Any other duties reasonably required of the post holder by line manager.

Reports to: Facilities Services Manager

Responsible for: None

May be required to work non-standard hours
Additional demands of the role: infrequently

EXPERIENCE & PERSONAL QUALITIES
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Essential:

e Experience of developing/overseeing compliance systems

e Experience of developing and analysing CAFM Performance Management and KPI
Reports.
Fully conversant with Auditing Soft Services.

¢ Thorough knowledge and experience of monitoring FM operations across a large
multi-site portfolio.

o Experience of contract management and procurement practices relating to project
and service delivery partcularly in HE environment

e Experience of building and maintaining effective working relationships

o Excellent administrative skills

e Calm and poised under pressure

¢ Ability to challenge in a constructive manner

e Ability to develop creative solutions to difficult issues

e Positive, ‘can-do’ attitude

e Open and diplomatic approach

o Effective communication skills confidently and persuasively with people at all levels
both orally and in writing

e Ability to work on own initiative or as part of a team

¢ Organised, driven, enthusiastic

e Passionate about improving standards and quality of service delivery

¢ Committed to continual personal and professional development.

Desirable:

e Experience of working on Listed Buildings and within Conservation Areas

e Experience of working on the client side of an organisation

e Ability to develop and influence strategic aims and goals and organise delivery
effectively to time, budget and agreed quality standards, both personally and through
others

e Ability to manage risks and understand and articulate impacts

TECHNICAL KNOWLEDGE & SKILLS

Essential:
¢ Understanding and experience of FM and supplier Management within HE sector
e Understanding of key health & safety legislation
e Understanding of Compliance regimes and systems
[ )

Desirable

EDUCATION & PROFESSIONAL QUALIFICATONS

Essential:
o The post holder should be of a graduate calibre or equivalent by experience or ability
o IOSH Managing Safely certificate
[ )
Desirable
e Membership of a British Institute of Facilities Management (BIFM)
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Competency Requirements Essential | Desirable
B C
Adapting to change
B
Commercial awareness
B C
Creativity and innovation
C
Customer focus
B
Interpersonal understanding
B
Leadership
B
Managing resources
B C
Organisational commitment
C
Proactivity and planning
B C
Problem solving and decision making
B
Performance Management
C
Resilience
C
Staff development and commitment to learning
C
Stakeholder focus
C
Striving for excellence (optional)
C

Working collaboratively with others

Competencies are scored on an A-D scale, with D representing the highest demonstration of

the competency.

For further information on each of the competencies and relevant levels, please refer to the

University’s Competency Model http://www.london.ac.uk/5258
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