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DANCE CITY JOB VACANCY 

Facilities Officer – Part Time, Permanent

Thank you for your interest in the role of Facilities Officer at Dance City.

Enclosed is the following information:
· A Job Description and Person Specification
· Summary of Terms

How to apply:
Please complete both the Application Form and Equality Monitoring Form, we do not accept CVs. You should use the Application Form to tell us why you want this role and highlight the skills and experience which are relevant to the person specification in the job description.

Your completed forms should be submitted to Philippa McArdle, HR Coordinator: philippa.mcardle@dancecity.co.uk (Email Subject: Artistic Team Administrator).

The closing date for applications is Wednesday 3rd November 2021 at 12noon

Interviews will be held on Tuesday 9th November.
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Dance City Job Description
Facilities Officer – Part Time, Permanent

Reports to: Ticket Office Manager

Key Purpose: Maintain the building and facilities

Hours: 2 days per week

Salary:	£22,880 per annum, pro-rata (actual £9152) 

Overtime: Time in Lieu 	

Probationary Period: 6 months

Notice period:	 12 weeks


Job Purpose

To help us maintain a secure and well-functioning building and work environment. To check devices, structures and systems (e.g., fire alarms and boilers) on a regular basis, identify needs for repairs and renovations and complete basic maintenance. To coordinate with external contractors, and conduct cost analyses when purchasing new systems or services. To be successful in this role, you should be well-organized and able to prioritize multiple issues. You should also have good knowledge of basic office equipment. Ultimately, you’ll help our employees, customers and guests get the most out of our facilities.

Duties & Responsibilities 

· Arrange for regular maintenance of equipment and internal systems (e.g. heating system, alarms, water, gas and electric) 
· Check rooms and furniture to identify needs for repairs or renovations, completing any maintenance that can be done in-house.
· Monitor activities that happen outside the building, such as proper waste disposal and recycling 
· Fix minor malfunctions in the building and office equipment 
· Keep track of regular and ad-hoc facility expenses 
· Conduct market research and compare costs and benefits when evaluating new vendors 
· Maintain an updated record of invoices from external partners (e.g. suppliers, insurance agents, alarm company) 
· Maintain a presentable exterior of the building, including clearing any litter and keeping the plants alive.
· Research new services and appliances to facilitate operations 
· Ensure compliance with health and safety regulations 

This is a description of the main duties and responsibilities of the post at the date of production. The duties may change over time as requirements and circumstances change. The person in the post may also have to carry out such other duties as may be necessary from time to time. 


Person Specification

Essential 
· Strong knowledge of facilities management operations 
· Knowledge and ability to complete basic/minor repairs.
· Understanding of safety regulations in offices 
· Familiarity with office equipment and building systems 
· Well-organized 
· Sound judgement and the ability to think quickly during emergencies 
· A commitment to Equal Opportunities and Environmental Sustainability and participation in companywide initiatives and training to develop skills and expertise in this area. 
· At least two years’ experience looking after facilities in a similar role 
 
Desirable 
· BSc in Facility Management or Business Administration 
· Additional certification as a facility manager (CFM) 
· Hands on experience with facilities management software 
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