[image: image1.jpg]Leicestershire
County Council

qos)








	Department:
	Corporate Resources

	Job Title
	Premises Officer

	Grade:
	5

	Post Number:
	N/A

	Service/Section:
	Operational Property Services

	Base:
	Beaumanor Hall and to work as part of the Corporate Premises Officer team

	Responsible to:
	Senior Premises Officer

	Responsible For:
	Sheltered employees and Cleaners

	Key Relationships/

Liaison with:
	Customers, Site Manager, Food and Beverage Manager and Senior Finance Officer

	

	Job Purpose

	Working as part of the Corporate Premises Officer team, to facilitate the effective delivery of County Council services by ensuring that premises/buildings are well-maintained and secure for use by County Council staff, external clients and members of the public.


	

	Main Duties and Responsibilities

	1.
	To undertake a long-term programme of general maintenance work, as

agreed with the Senior Premises Officer to ensure that the Centres are maintained in a state of good repair on a cost effective basis.

	2.
	Perform routine checks and minor repairs as required to maintain:

(a) heating (and/or cooling) system(s), 

(b) interior and exterior lighting,

(c) plumbing (including minor repairs, clearance of blockages),

(d) changing of diffusers. fuses, bulbs etc,

(e) other systems for the comfort, safety or security of building users.

Alert line manager to requirements for system repair, renewal or specialist maintenance.

	3.
	Undertaking minor repairs to building, fixtures, furniture and equipment.  Report to your manager any defects.

	4.
	Providing a responsive porterage service to users of the premises, including lifting and carrying heavy items, furniture and equipment in accordance with Health and Safety guidelines.

	5.
	Liaise with external contractors and ensure compliance with Health & Safety requirements. 

	6.
	Ensuring that service equipment is in good condition and is used in accordance with Health and Safety regulations, where appropriate.

	7
	Assisting the Senior Premises Officer in the maintenance of health and safety standards, including checking and servicing equipment, contributing to relevant risk assessments, reporting problems and offering solutions to the Sites Manager and other relevant staff as appropriate.  Specifically, ensure fire exits are clear of obstructions.

	8
	To be responsible for the planning, setting up and presentation of rooms within buildings.

	9
	To open and close grounds and buildings and ‘unset/reset’ alarms in 

accordance with laid down procedures, to ensure the Premises are available

 to provide services to customers at specified times as required.

	10
	Oversee and undertake daily cleaning of the Premises ensuring that the 

work is completed to a high standard and complies with safe working 

practices. 

Overseeing and undertaking as required, clearing of paths, drains, gullies 

and car park.

	11
	To assist with emergency evacuations and liaison with emergency services

	12.
	To meet, greet and complete booking-in procedures for Residential and Day 

Groups as applicable to include explanation of fire, health and safety 
procedures, cabin equipment and general facilities.
To complete booking-out procedures as required for Residential and Day 
Groups to include inspection of accommodation for breakages etc.

	13.
	Acting as relief cover for sickness, or other leave of absence, taken by area-based or County Hall premises officers.

	14
	Assist with the management of visitors including car parking 

	15
	To provide support and attend meetings at other LCC establishments

	16
	To be responsible for the operation of CCTV systems in compliance with relevant legislation

	17
	To undertake PATS testing of equipment

	

	Special Factors

	· The nature of the work may involve the jobholder carrying out work outside of normal working hours.
· A uniform will be provided and is to be worn at all times.  Protective clothing will also be provided and must be worn as required by the duties undertaken.

· The nature of the post requires flexible working to meet the demands of the service as agreed with the Sites Manager.



	

	This job description sets out the duties and responsibilities of the job at the time when it was drawn up.  Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.

	

	Leicestershire County Council is seeking to promote the employment of disabled people and will make any adjustments considered reasonable to the above duties under the terms of the Equality Act 2010 to accommodate a suitable disabled candidate.

	

	Date Prepared/Revised December 2012



	Department:
	Corporate Resources

	Job Title:
	 Premises Officer

	Grade:
	5

	Post Number:
	

	Service/Section:
	Operational Property Services

	

	
	Essential
	Desirable
	How assessed

	Qualifications
Good standard of written and spoken English.

Training in Health and Safety at work matters


	(
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	Doc/Int

	Experience

Caretaking duties

Dealing with colleagues and customers.

Relevant experience of undertaking DIY and maintenance
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	App/Int

	Skills
Literacy – sufficient to read and understand instructions, deal accurately with diary sheet/claim forms.

Maintenance tasks

Simple repairs

Excellent organisation skills


	(
(
(
(

	
	App/Int

	Attitude and Temperament

Ability to use initiative within scope of post and keep supervisor informed of appropriate matters

Ability to work without close supervision

Ability to organise own time effectively

Positive and fair attitude to all members of the community
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	Appearance & Health

Ability to lift and carry heavy boxes and equipment in accordance with Health and Safety Guidelines


	(

	
	

	

	Key:

App = Application Form

Test = Test

Int = Interview
	Pre = Presentation

Med = Medical Questionnaire

Dc = Documentary Evidence (E.g., Certificates) 

	

	Date Prepared/Revised: December 2012
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