Advert - Area Support Officer (Grounds and Cleaning) G7

Job Description Area Support Officer (Grounds and Cleaning) G7

Person Specification Area Support Officer (Grounds and Cleaning) G7


Accountabilities / Responsibilities Duties include: -

· Monitor the quality of the service and performance of external and internal service providers.
· Take appropriate action to ensure contract compliance and protect the interests of clients in accordance with agreed procedures.
· Liaise proactively with contractors, internal service providers, heads of establishments, other directorate representatives and outside agencies to deliver the service.
· Respond positively and timely to requests and problems across both specialisms.
· Provide technical support and advice to schools, heads of establishments and other directorates on building cleaning, caretaking and grounds maintenance.
· Identification, measurement and assessment of changes to establishments, which affect building cleaning, caretaking and grounds activities, including assessment of resources required as appropriate.
· Obtain and provide cost estimates for additional works on behalf of schools, service managers and issue and verify works orders for clients using appropriate budgets and cost codes.
· Arrange and/or provide appropriate training to staff in schools, i.e. Site Supervisors and cleaners.
· Assist schools in the appointment of site supervisors, including attendance at interview panels when appropriate.
· The post holder is expected to continuously develop, update and maintain skills across in order to communicate with clients and service providers on a technical basis.
· The post holder should also carry out other such duties as required by line managers commensurate with the grade of the post and contribute to the development of the job on a regular basis.

Skills, Knowledge and Experience

· Appropriate experience in the building cleaning/caretaking or horticulture/grounds maintenance industry.
· Monitoring of the building cleaning or grounds maintenance services, either in a contractor or client capacity
· Working in a multi-disciplinary facilities management environment, including both building cleaning and grounds maintenance.
· Working within a customer-oriented service environment. 
· Experience in the use of IT to support daily activities.
· Experience in providing technical guidance and resolving non-standard issues in a timely manner.
· Appropriate experience in the building cleaning/caretaking or horticulture/grounds maintenance industry 
· Monitoring of the building cleaning or grounds maintenance services, either in a contractor or client capacity
· Working in a multi-disciplinary facilities management environment, including both building cleaning and grounds maintenance.
· Working within a customer-oriented service environment. 
· Experience in the use of IT to support daily activities.
· Experience in providing technical guidance and resolving non-standard issues in a timely manner.
· Experience of working independently using proprietary systems, equipment and/or IT software.




JOB SPECIFICATION


	
	Requirements
	Essential (E)
Or 
Desirable (D)

	Qualifications

	1
	NDH Horticulture or equivalent
	D

	2
	BICS Cleaning Operators Proficiency Certificate or NVQ Level 2 in Cleaning Building Interiors 
	D

	Experience

	3
	Appropriate experience in the building cleaning/caretaking or horticulture/grounds maintenance industry 
	E

	4
	Monitoring of the building cleaning or grounds maintenance services, either in a contractor or client capacity
	E

	5
	Working in a multi-disciplinary facilities management environment, including both building cleaning and grounds maintenance.
	E

	6
	Working within a customer-oriented service environment. 
	E

	7
	Experience in the use of IT to support daily activities.
	E

	8
	Experience in providing technical guidance and resolving non-standard issues in a timely manner.

	D

	9
	Experience of working independently using proprietary systems, equipment and/or IT software.

	E

	Knowledge and Skills

	10
	Appropriate practical and technical knowledge of the Building Cleaning/Caretaking or Grounds Maintenance Service.
	E

	11
	Knowledge of the purpose of specifications and contract conditions and the ability to interpret them. 
	D

	12
	Effective communication skills when dealing with customers, service deliverers, and line managers. 
	E

	13
	Ability to clearly explain technical issues to non-technical users.

	E

	14
	Empathy and sensitivity to the needs of individual Service Users.

	E

	15
	The ability to use IT including email, word and excel spreadsheets.
	D

	16
	Ability to organise, plan and control own workload.

	E

	17
	Good communication and interpersonal skills.

	E

	Other (including specialist requirements)

	18
	Commitment to equality and diversity.

	E

	19
	Commitment to health and safety.

	E

	20
	Always display the LCC values and behaviours and actively promote them in others.

	E
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