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Job Title	Facilities Assistant (Maternity Cover)

Salary		A1 (£20,884 to £22,433)

Duration	12 months

Location	Glasgow


1	Introduction and background

The Scottish Council for Voluntary Organisations is the national body representing the voluntary sector. We work to the following mission: To support people to take voluntary action to help themselves and others, and to bring about social change.

Our membership includes more than 2000 voluntary organisations many of which are umbrella bodies themselves representing a diverse range of organisations, some of which are environmental organisations, service providers as well as housing associations and community transport organisations. These organisations may be local or national and encompass a wide range of interest including social welfare, education, health, housing, conservation, training and the environment.

There are currently over 100 staff, based in Edinburgh, Glasgow and Inverness.

2	Job context 

SCVO owns and occupies buildings in Edinburgh, Glasgow and Inverness, which accommodate SCVO staff and a range of Third Sector organisations in managed tenant relationships.  The facilities represent a very significant capital investment for SCVO and ongoing investment includes staffing and maintenance.

The Facilities Department is part of the Resources Division, which has responsibility for:

· Providing facilities management services to all staff and tenants in SCVO’s offices;
· Delivering a range of HR services in support of the development and effective operation of SCVO;
· Managing the finances of SCVO and providing support to all staff with financial management responsibilities;
· Maintaining and effective IT/website infrastructure and providing ICT support services internally and to external customers in the voluntary sector;
· Administering the SCVO membership application process, and ongoing administration relating to members;
· Developing and implementing effective operational policies and procedures.

The post of Facilities Assistant is based in Glasgow, and will report to the Facilities Manager (Glasgow).   S/he will collaborate as required with other members of the SCVO facilities team towards creating and maintaining a consistent level of professional standards and services for SCVO staff and tenant organisations across the property portfolio

3	Person specification 

	Candidates will be expected to demonstrate the following range of experience and skills:

	Essential
· At least one-year of experience working in a similar office-based role
· An understanding of Health and Safety in an office environment
· Excellent administration and computer-related skills, including maintaining/updating databases, Outlook, excel, word, Office 365
· Experience of building and sustaining good internal and external working relationships
· Excellent customer service skills
· Experience of dealing with a range of people in a positive manner
· First-class organisational skills, a flexible approach and the ability to respond effectively to changing priorities
· Good oral and written communication skills.
· The ability to work with the minimum of supervision in support of team objectives
· Ability to work within the aims and values of SCVO
· Committed to SCVO’s Equal Opportunity Policy

	Desirable
· Knowledge of the Scottish Voluntary Sector and context of its work

4	Specific duties

	The specific duties of the job are to:

· Work as part of an integrated building and tenant management team under the guidance of the Head of Facilities
· Act as the facilities contact for all staff, tenants and visitors to the office
· Liaise with contractors to the office
· Carry out fire drills and test fire alarms
· Carry out daily checks throughout the office of responsibility noting areas of concern and flagging up to the relevant Facilities Manager
· Replenish stationery and catering supplies in the office and kitchen areas as required
· Fill up paper in the photocopiers, hand towels and toilet rolls in the dispensers
· Tidy all areas of the building ensuring there are no H & S issues 
· Liaison with internal and external customers regarding bookings for the meeting and training rooms, providing event support including setting up catering and refreshments for meetings.
· Where necessary cover for other members of the Facilities Team
· Carry out minor repairs or maintenance where necessary, e.g. unblock sinks
· Provide Reception cover as required
· General support to the Facilities Managers and the Head of Facilities as required.


5	Other Duties

Other duties will include any other general duties relevant to the delivery of an integrated building and tenant management service and the overall functioning of SCVO,  The post holder will also be expected to undertake such reasonable duties as his/her line manager may from time to time require.

6		Location/Accountability

[bookmark: _GoBack]The post will be located in Brunswick House, Glasgow.  The post holder may on occasion be required to work from SCVO’s Edward House office (Glasgow).  The post holder will report to Stevan Houldsworth (Facilities Manager, Glasgow).

7	Further information

Informal discussion of this position is welcome.  Potential candidates wishing further information should contact Val Tesdale, Head of Facilities, on 0131 474 8000.

8	Equal Opportunities statement

SCVO wishes to increase the diversity of its staff and welcomes applicants from all sections of the community, particularly from people with disabilities and people from black and minority ethnic communities, currently under-represented within SCVO.  SCVO’s offices are fully accessible for people with mobility issues.

SCVO will give full consideration to all requests for flexible working, part-time working or job sharing, both from external applicants and current members of staff. If you would like a copy of SCVO’s Equal Opportunities policy please contact hr@scvo.org.uk or 0131 474 8004.  

9	Major Terms and Conditions
	
A full package of Terms and Conditions is available.  Key features include:

Grade/Salary:			SCVO Grade A1 (£20,884 to £22,433)

Increments:	To maximum point of scale on completion of two years’ service. 

Annual leave:			28 days plus 6 public holidays 

Cost of living increases: 	on 1 April each year
		
Pension:	SCVO offers a Defined Contribution Pension Scheme to its staff.  Employee contributions are 6% or 3%, SCVO contributes 9% or 4.5%.  A salary sacrifice option is available.

Probationary period:		6 months

Hours:	35 hours per week, although part-time working may be considered.
–––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––––

© 2014 The Scottish Council for Voluntary Organisations (SCVO) is a Scottish Charitable Incorporated Organisation. Registration number SC003558



4

image1.png
The Scottish Council for Voluntary Organisations

/\ SCVO Stronger Together





