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                Burnthouse Lane, Whickham, Newcastle upon Tyne, NE16 5AR

Post:

Facilities Technician
Grade:

Grade E Points 18 – 21 (£17,714 – 19,742) 
Hours:
37 hrs per week on a rota
Duties to be carried out on the direction of the Headteacher through the Premises Manager and the Sports Centre Manager.
Main duties:

· To be a responsible key holder
· To be responsible for site opening and closing

· To act as lead first aider when on duty

· To support the premises manager in the monitoring of premises issues and out of hours activities

· To communicate and liaise with other school staff on the progress of repairs and premises issues
· To provide support to the caretakers and groundsman as and when required to completed premises related activities

· To advise existing hirers and other public groups about the facilities and activities the Sport Centre promotes and hosts

· To carry out reception duties as required and control the flow of members of the public through the foyer

· To operate the computerised booking system and provide routine user and financial reports as and when required

· To account for all monies taken and complete daily reconciliation on duty days

· To be responsible for equipment changeovers required by hirers and facility activities
· To be responsible for all casual sports centre staff in the absence of the sports centre manager

· To take responsibility for facility walkround logging all health and safety and maintenance issues, co-ordinating necessary repairs with the wider premises team

· Completion of minor repairs, porterage and spot cleaning duties as and when necessary     

Staff Development:
•
To undertake training relevant to the role performed

•
To undertake training so as to be able to deputise for colleagues as and when required.

General Administration: 
•
To carry out such other duties reasonably falling within the purview of the grade as may be required

Knowledge/Experience/Qualifications:
Essential

•
NVQ Level 2 or equivalent qualification or experience in a relevant discipline

•
First Aid Qualification

•
Good numeracy/literacy skills

•
Knowledge of Health & Safety standards

•
Ability to use IT for administration purposes such as databases, spreadsheet and word processing 

•
Money Handling experience

Desirable:

•
Health & Safety Qualification in Equipment Management
•
Sports qualifications

•
Driving License

•
D1 minibus License 

Notes

•
The above responsibilities are subject to the general duties and responsibilities contained in the Statement of Conditions of Employment

•
The job description will be reviewed at the time of the appraisal process and it may be subject to modification or amendment at any time after consultation with the holder of the post

Signed………………………………………….

Date…………………………
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