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	Facilities and Business Support Officer

	Department: Housing
	Reports to: Director of Housing and Facilities

	Why
	Main Purpose of the Job:

· To provide an effective and efficient facilities and business support service that provides essential support to a large and evolving workforce.

·  To provide project management and administrative support to enable the smooth running of general business support functions of the organisation including intranet, server management and systems.

	What
	Key Accountabilities:
· Take the lead of admin duties in order to support the efficient running of Offices

· Completing regular office inspections & audits in line with management requirements

· Ensuring Health and Safety compliance within office settings, including emergency procedures and safe working practices are managed correctly.
· Responsible for ensuring telephone systems are working and fit for purpose
· To manage phone contracts for satellite offices
· To manage mobile phone accounts including producing reports and management of asset register for IT and related equipment.
· To contribute to the development and implementation of the overall IT strategy
· Responsible for management and collection of confidential waste and achieving of records.

· Lead person for responding to general enquiries into the organisation either by phone or email.

· Responsible for vehicle management within the Outward fleet.

· Ensuring staff understand and comply with insurance requirements for driving for work purposes. Managing the central records.

· Parking management

· Lead liaison for group partner Newlon in regards to building SLA

· To assist in reviewing current management and communication systems

· Management and distribution of PPE to staff

· Group Administrator for Amazon business account

· Responsible for managing post and distributing around the company.

	Context
	Environment:
· Working across a number of offices and a broad geographical area.

· Office hours ( Evening and weekends as required)

	
	Scope:

· Working alongside HR, Finance and IT departments you will be responsible for the maintenance, upkeep and presentation of our offices across a number of sites
· Lead liaison officer for facilities and business support within the Newlon Group

	Person Specification
	Requirements

Skills

· Excellent communication and customer service skills, with high standards of planning and organisation

· An understanding of facilities management and managing contracts

· Good experience of compliance and risk management, including knowledge of Health and Safety requirements within an similar role or office environment



	
	Salary: £28,000 pa
Date JD reviewed: December 2021


	Our values

	Engaging

We listen to what people say, we involve people, we are  honest and open
	We act responsibly

We appreciate and respect individuals 

We are welcoming and inclusive 

	Enabling

We facilitate, we assist and we support to make things happen
	We are committed, passionate and hard working 

We support people to make informed choices

We build upon excellence

	Empowering

We inspire and we encourage, supporting  people to take control
	We are flexible and creative

We learn, question, challenge and reflect



	Safeguarding statement

	Outward is committed to safeguarding and promoting the welfare of adults with a learning disability and other people we support who may be deemed vulnerable. Outward expects all staff to share this commitment  If the post you apply for involves working with or having access to adults at risk and/or their records, we will require an Enhanced Disclosure from the Disclosure and Barring Services for successful candidates 



