JOB DESCRIPTION

Facilities Officer (Porter)
Post Number:   MUL126 / 8087



Department:      Facilities Management

Division:            Soft FM


Section:             Development Services

1. Job Purpose & Objectives

The role of the Facilities Officer (Porter) is primarily to carry out set daily duties within the Town Hall complex. To also provide cover in other areas of the Facilities Management department including courier driving, reception, archiving, mail room and civic events. 
2. Main Duties & Responsibilities

Portering duties, which include moving parcels, furniture and other items around the buildings 

Preparation and set up of meeting rooms and to service them with equipment and refreshments

Assist with Security duties

Report maintenance/repair issues to the centralised helpdesk, to undertake minor repair work wherever possible
Cleaning duties

Being available to Support elections, Civic and Mayoral functions when required
Assist, direct and provide general advice to the public

Support other sections of the department to cover periods of leave and sickness including, courier driving, mail room, archiving, reception

Monitoring of car parks 
3. Supervisory / Managerial responsibility

Not Applicable 

4. Communication/Contacts

Communications are face to face or via email from the FM management team. The porters are provided with a smart phone and laptop for communications and organisation of daily schedules of work. 

5. Career Path linked to this post

Not Appropriate
6. Additional Information

The role requires the facilities officer to wear uniform and personal protective equipment provided, to have the ability to lift, bend, stretch, stand, carry boxes/sacks/furniture and climb safety ladders and to work overtime when required to cover heavy work periods and to meet deadlines and cover civic events.  


NB: The aim of the job description is to indicate the general purpose and level of responsibility of the post. Please be aware that duties may vary from time to time without changing their character or general level of responsibility. Duties may be subject to periodic review by the Business Unit Head or nominated representative (in consultation with the postholder) to reflect the changing work composition of the business.





This is an outline job description only and the post holder will be expected to undertake the duties commensurate within the range and grade of the post or any lesser duties as directed by the Head of Business Unit.








