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Job Description and Person Specification
Post: 			Facilities Assistant
Dates: 		This is a one-year fixed term post from the start date
Location: 	Kiplin Hall, near Scorton, Richmond, North Yorkshire, DL10 6AT
Salary: 		£28,000 pro rata (£11,200 per annum)
Hours of work: 	16 per week flexible, schedule to be agreed with line manager
Responsible to: 	Facilities Manager

Job Description – Job purpose, duties and responsibilities 
The Facilities Assistant will support the Facilities Manager in the effective management, maintenance and safe operation of Kiplin Hall, the Grade 1 listed Hall, Grade 2 listed ancillary buildings and rental properties owned by Kiplin.
The role will support the planning and delivery of planned and cyclical maintenance, coordination of emergency and reactive works, assist with contractor management, estate monitoring and the implementation and of appropriate health and safety policies, procedures and records.
Working closely with the Facilities Manager, staff team, contractors and external specialists, the post-holder will help ensure that the estate is well maintained, safe, compliant and operated effectively. The role will also provide practical support with the care and development of the wider estate and grounds as required.
The role is a site-based role and requires attendance on site at Kiplin. Training and development will be provided in relation to the specific requirements of the site and any areas of the role where additional knowledge or skills are required.
The role may be offered either as a direct employment position with Kiplin or on a contractual basis.
Key Duties and Responsibilities
The post-holder will be required to:
Facilities and Maintenance
· Support the Facilities Manager in delivering an annual and cyclical planned maintenance programme for all properties owned or managed by the CIO.
· Coordinate planned maintenance, repairs and improvement works, ensuring that works are appropriately scheduled and followed through to completion.
· Arrange and coordinate emergency, reactive and unexpected works as they arise.
· Liaise with contractors, tradespeople, consultants and other specialists to obtain quotations, arrange works and monitor progress.
· Support in the maintenance of a database of approved and potential contractors covering the main areas of maintenance and specialist works.
· Support in the maintenance of comprehensive records of buildings, maintenance requirements, inspections, works undertaken and associated documentation.
Health, Safety and Compliance
· Support the Facilities Manager in ensuring that appropriate health and safety policies, procedures and records are maintained and kept up to date.
· Help ensure that Kiplin Hall meets its health and safety obligations and complies with relevant legislation and guidance.
· Assist in the review of risk assessments, fire risk assessments and COSHH assessments for activities undertaken across the site.
· Maintain appropriate records of inspections, checks, servicing, testing and other compliance requirements.
· Support the implementation and review of new or amended legislation and requirements affecting the estate.
· Escalate significant health and safety, compliance or maintenance concerns to the Facilities Manager promptly.
Estate and Utilities
· Monitor utilities and key estate services, including heating systems, heat pumps, solar panels and other relevant infrastructure.
· Ensure that servicing, maintenance and reporting requirements for key equipment and systems are identified and actioned.
· Support the Facilities Manager in monitoring insurance requirements and ensuring that relevant information and records are maintained.
· Assist with the wider care and management of the estate, identifying issues and opportunities for improvement.
Administration, Reporting and Systems
· Use the WorkNest programme to manage relevant documents, tasks, compliance information and records.
· Maintain accurate and accessible facilities and property records.
· Support the Facilities Manager with forward planning of maintenance, expenditure and estate priorities.
· Monitor outstanding works and actions, ensuring that agreed tasks are followed up and completed.
· Attend at least one staff team meeting each month, held on Monday mornings at 9.30am, to provide updates on current and planned works and any relevant facilities or health and safety matters.

Working Relationships
The Facilities Assistant will work closely with:
· The Facilities Manager
· Kiplin Hall staff, long term contractors and volunteers
· Contractors and tradespeople
· External specialists and consultants
· Relevant statutory, insurance and compliance providers

The post-holder will be expected to develop positive and professional working relationships with contractors, staff, volunteers and external specialists and to represent Kiplin Hall appropriately when dealing with external organisations.
General Responsibilities
The post-holder will be expected to:
· Work in accordance with Kiplin's policies, procedures and values.
· Maintain confidentiality where appropriate.
· Take a proactive approach to identifying maintenance, safety and facilities issues.
· Communicate clearly and promptly with the Facilities Manager and relevant members of the team.
· Work flexibly across the range of facilities and estate-related responsibilities required by the organisation.
· Undertake other reasonable duties consistent with the role and the needs of Kiplin Hall and the wider estate.

	Personal Specification
	Essential 
	Desirable 

	Knowledge and Experience

	Experience in organising repairs and regular maintenance 
	Y
	

	Experience of working with listed buildings 
	
	Y

	Knowledge of insurance requirements for buildings 
	
	Y

	Institute of Workplace and Facilities Management Level 2 Certificate in Facilities Services Principles or equivalent experience or qualification
	
	Y

	IOSH Managing Safely Awareness Course
	
	Y

	A Strong pair of wellies to navigate muddy fields
	
	Y

	Personal Skills
	

	Methodical and Organised
	Y
	

	Good attention to detail 
	Y
	

	Able to react quickly and effectively to situations
	Y
	

	Good interpersonal skills 
	Y
	

	Good IT skills (Particularly Outlook, Word, Excel and external software such as worknest)
	Y
	


Kiplin Hall CIO is an equal opportunity employer. We welcome applications from all suitably qualified persons regardless of their race, sex, disability, religion/belief, sexual orientation or age
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