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EAST AYRSHIRE LEISURE TRUST 
 
Job Outline  
Post: 		Facility Assistant 
Service: 	Protecting Our Environment
Section: 	Sustainability
Grade: 	Grade B	 	 
Job Summary: 
Contribute to the delivering of excellent customer services across Ayrshire Leisure, the Facility Assistant will support the organisation through the maintenance and the security of our buildings ensuring clean and safe customer environments. The postholder will recognise the importance of people in delivering our vision and values by; 

· Being honest and demonstrating integrity at all times  
· Engaging and inclusive with our people, partners and stakeholders 
· Striving for continuous improvement by being ambitious and aspirational in all that we do 
· Taking responsibility and being accountable for our organisation and our service delivery  
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B. KEY AREAS OF PERFORMANCE 
1. Support the delivery of East Ayrshire Leisure services ensuring that venues are clean, safe, secure and fit for public use and that all activities are undertaken line with the current maintenance and reporting procedures and Health and Safety legislation. 
2. Act as an ambassador for East Ayrshire Leisure, maintaining close working relationships with colleagues and at all times demonstrating integrity and respect. 
3. Ensuring the implementation of relevant East Ayrshire Leisure policies where appropriate.  
4. Ensure the provision of a wide range of planned and unplanned cleaning activities throughout establishments prior to, during and after opening hours as required.
5. Undertake property security and safety checks, assist with security procedures and maintenance to ensure the protection of buildings, collections and visitor security reporting any defects or issues using the agreed procedures.
7. Actively support a culture of collaborative leadership across all activities promoting a positive outward facing culture of high performing, customer focused service delivery. 
8. Work within a best value context, ensuring that the vision, mission and delivery planning expectations are exceeded. 
9. Undertake administrative duties including the maintenance of various record logs/ diaries and ensuring that adequate supplies of materials are available in order to effect high quality service provision.
10. At all times exemplify the culture and values of the organisation, demonstrating interpersonal values of trust, honesty, openness and sharing that vision with staff and customers. 
11. Deliver the implementation of a positive ethos through the effective interaction with customers and team members. 
12. Ensure that staff and customers are received in a warm, friendly and professional manner ensuring the principles of good Customer Care are observed at all times.  
13. Working collaboratively with team members to ensure the availability of clean and safe premises enabling the organisation to maximise audiences.
14. Drive forward East Ayrshire Leisure’s commitment to environmental best practice and use resources as efficiently and effectively as possible in the operation of our business. 
15. Explore new opportunities to promote sustainability. 
16. Maintain and store a range of cleaning equipment ensuring the safe and proper use of chemicals and cleaning materials in accordance with Health and Safety legislation and COSHH guidance. 

C. ACCOUNTABILITIES 
 
17. Promote the health and safety of employees at work and of service users undertaking and implementing appropriate risk assessments and ensuring compliance with the Trust’s policy on health, safety and welfare at work and Service Health and Safety arrangements in accordance with all relevant statutory requirements.  
18. Ensure all activities for which the post holder is responsible are delivered in accordance with East Ayrshire Leisure’s Equality and Diversity Policies and the statutory, general and specific Equality Duties. 
19. Ensure that the East Ayrshire Leisure’s Customer Service and Customer Charter is followed in all dealings with the people we serve. 
20. Adhere to the Trust’s policies and procedures for good records management across the Services, ensuring that the correct information is created, maintained, stored and retrieved in accordance with business need and statutory and legislative requirements. 
21. Implement and participate in the East Ayrshire Leisure Review and Development process annually with all team members in accordance with the East Ayrshire Leisure’s procedures.  
22. Ensure all materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the Trust’s policies and procedures.  
23. Exercise initiative and discretion within the overall strategic framework of East Ayrshire to support the implementation of delivery planning priorities.  
24. Attend team meetings and participate in relevant training as required to undertake the duties and responsibilities of the role.
25. Contribute to the effective implementation of administrative and management information in line with East Ayrshire Leisure Financial Regulations. 
26. Ensure that management information and administrative systems across Operational services meet the statutory requirements for performance standards set out by national governing bodies and the Data Protection Act.   
 
This outline is indicative of the nature and level of responsibilities associated with this post.  It is not exhaustive and the post holder may be required to undertake other duties and responsibilities commensurate with the grade. 
 
	Designation:   Facility Assistant 
	Post No: 

	Service:  Protecting Our Environment
	Section:  Sustainability


 
	Attributes: 
	Essential Criteria 
	Desirable  

	 Qualifications 
	· SVQ level 2 in facility management 
or other relevant subject or demonstrable experience
	· Used a range of commercial cleaning tools (i.e. high-speed rotary cleaner)
· Experience of providing cleaning duties in a commercial environment
· European Computer Driving License (ECDL)


	 Knowledge & Skills
	· Good administrative and organisational skills.  
· Awareness of Health and Safety legislation in relation to the work undertaken  
· Ability to work as part of a team and on own initiative with minimal supervision

	· Knowledge and understanding of services delivered by East Ayrshire Leisure 
· Knowledge of modern cleaning practices

	 Experience
	· Experience of dealing with the public in a customer focused environment.   
· Acted as a key holder  
· Operated security alarm systems. 
· Awareness of COSHH 
· legislation
	· Worked within a leisure or visitor attraction or similar related environment  
· Experience in the use of
Microsoft Office packages.



 










	VALUES: 
	VALUE  STATEMENTS  

	Honesty & Integrity 
 
	Being honest and demonstrating integrity at all times 
 

	Engaging & Inclusive 
 
	Engaging and inclusive with our people, partners and stakeholders 
 

	Ambitious & 
Aspirational  
 
	Striving for continuous improvement by being ambitious and inspirational in all that we do 
 

	Responsible & 
Accountable 
 
	Taking responsibility and being accountable for our organisation and our service delivery  
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