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Job Title		Facilities Assistant

Salary		Grade 3

Location	Edinburgh

1 Introduction and background

SCVO believes the voluntary sector is vital to Scotland’s economy and society. We support the sector to achieve its ambitions through delivering services, giving the sector a voice at a national level and promoting and supporting innovation and improvement. Our purpose, therefore, is to support, promote and develop a confident, sustainable voluntary sector in Scotland.

Our values are the foundation of how we act individually and collectively as SCVO staff members.  We are:

· Accountable and committed
· Responsive
· Supportive
· Progressive
· Bold

Equity, diversity, and inclusion at SCVO

SCVO wishes to increase the diversity of its staff and welcomes applicants from all communities, particularly from people with disabilities and people from black, Asian and minority ethnic communities, currently under-represented within SCVO.  
 
SCVO offers blended and flexible working from day one of employment, including part-time working or job sharing as well as other flexible working options. If you would like a copy of SCVO’s equality, diversity and inclusion policy, please contact hr@scvo.org.uk. 


2	Job purpose

To support the delivery of a welcoming facilities service within SCVO’s offices. To ensure excellent customer service for internal and external customers. To represent SCVO in this key customer facing, on-site, role.

3 Values, skills, experience, and knowledge
 
You will be expected to demonstrate the following range of skills and experience on a regular basis:

Essential
· 6 months experience in a similar customer facing role.
· Strong communication skills – engaging and personable in person, on the phone and in writing.
· Outstanding customer service skills – excellent listener, skilled at identifying customer needs and offering suitable solutions in a supportive way, able to build rapport and relationships, manage expectations and to stay calm under pressure.
· Ability to work autonomously and solve problems. 
· Excellent personal management and administration skills.  
· Ability to work within SCVO’s values and our Service Charter

Desirable
· Experience of working in or an understanding of the Scottish voluntary sector 
· Experience of H&S checks
· Experience of CRM software and understanding of it’s importance in running a modern office


4 Key accountabilities
· Support the delivery of a modern facilities services within SCVO’s offices to provide safe, accessible and welcoming workplaces that enable staff and tenant organisations to carry out their roles effectively. 
· Act as first point of contact for tenants, visitors, and staff, and deliver excellent customer service.
· Responsible for opening office daily and getting the office ready for staff and tenants.
· Set up meeting rooms, including teas/coffees and water.
· Provide reception cover for routine breaks and occasional holiday cover. 
· Carry out routine building checks for services and H&S compliance. 
· Support SCVO to achieve the aims set out in our Environmental Policy.  Ensure recycling facilities are maintained with good signage.  
· Responsible for monitoring and restocking essential supplies such as tea, coffee, milk, stationery and cleaning supplies. 
· Under instruction from the Property Manager, be the site contact for contractors on a day-to-day basis for routine servicing and repairs.  
· Work within relevant policies and procedures to ensure offices are compliant and effective places to work. 
· Provide support to the wider facilities team to ensure effective day-to-day facilities service delivery.
· Assist with emergency situations in the shared office and communal spaces so that all emergencies are dealt with safely and with consideration for all.
· Carry out duties of a First Aider and Fire Marshal on completion of training. 
· Receive, sort and distribute incoming mail.
5 Other duties

Any other general duties as may be required by the line manager.

6 Location and accountability

This role is office based, flexible working options are available with the possibility of occasional home working.  

7 How to apply

Please e-mail your application to recruitment@scvo.scot by 12 noon on the closing date.  

Closing date: Wednesday 22nd February 2023	
 
Interviews: Wednesday 1st March 2023	
	
8	Terms and conditions

SCVO’s salary scale has six increments.  Appointments are made on the 1st increment.  Staff move up an increment on an annual basis (unless you are involved in formal disciplinary or performance management proceedings).
10  Major terms and conditions
	
A full package of Terms and Conditions is available.  Key features include:

Salary: 				SCVO Grade 3 (£24,786 - £27,540)
					(appointments are made on the 1st increment)
 
Annual leave: 			28 days plus 6 public holidays (prorata)

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 exchange option is available.

Probationary period: 		6 months

Hours: 		35 hours per week
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