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Job Description


	Job title
	Facilities Assistant
	Date March 2026

	Reports to (title)
	Soft Services Manager or Soft Services Lead
	

	Contract/Department
	Native Oak
	Revision N/A

	Location
	Various 
	



Job purpose
Describe the overall purpose of the job in two or three sentences.

	A Facilities Assistant supports the smooth, safe and efficient operation, security and maintenance of our clients’ buildings and EMCOR UK Soft Service day-to-day service delivery. 
This role involves handling basic repairs and minor maintenance activities, ensuring health and safety standards are met, and assisting with general facilities management tasks.

Basic Maintenance Tasks 
Provide a Handyperson service completing minor repairs, such as
· Picture Hanging  
· Shelf Hanging  
· Pin-Board Installation 
· Light Bulb Changing  
· Toilet Seat Replacement  
· Movement of boxes and other items
· Clearing pipe/ drain blockages  
· Minor carpet repairs 
· Clocks – replacing batteries and adjusting GMT time changes
· Minor furniture repairs 
Support our Engineering colleagues with more complex tasks. 

Maintain records of maintenance work and service schedules 
Accurately record works undertaken and completed, including parts used for both periodic and ad-hoc work. 

Porterage, Mail & Hospitality  
Complete secure internal waste collections, transferring waste to a secure location for third party collection. 
Provide an internal incoming and outgoing mail delivery service, including distribution and/or collection to/from named Point of Contact or site location. 
Support wider Site FM team with incoming deliveries, accurately recording delivery information and providing logistical support across site. 
Deliver newspapers and publications to central points, within agreed timescales. 
Support wider Site FM team with setting and clearing down up hospitality for meetings, conferences, etc. 

Conduct Basic Building Fabric Inspections 
Undertake basic Building Fabric Inspections to support our Engineering colleagues. Tasks include but are not limited to: 
· Visual inspection of external cleaning requirements, such as cladding 
· Visual inspection of interior and exterior walls, including condition of render, paint, wallpaper and wood panelling 
· Visual inspection of ceilings  
· Visual inspection of floors and floor types.  
· Inspection of door furniture, including handles, locks and hinges.  
· Inspection of internal window blinds 
· Cleaning and maintenance of internal cable ducts  
· Visual inspection of external areas, such as vehicle and pedestrian routes, car parking areas, including surfaces, white lines and other markings, courtyard and terrace paving, steps and ramps to entrances.  
· Visual inspection of kerbs and edgings  
· Inspection of external signage including car park space numbering 
· Inspection of external furniture, e.g. bicycle and smoking shelters, benches etc.  

Support office moves, furniture setup, and space planning support
Undertake a range of porterage skills such as 
· Setting up rooms in readiness for meetings, events and/or conferences
· Completing minor office moves and relocations, including desks, IT equipment and files
· Complete furniture assembly and reconfiguration
· Provide porterage support for more complex office moves. 
· Accurately record furniture in storage and relevant moves. 

Support external contractors and service providers 
Provide escorting and support to external contractors and Supply Chain partners. 

Monitor and maintain cleanliness across site. 
Undertake regular external litter picking across the site to maintain standards. 
Safely complete jet washing, especially at central waste collection areas and other hard surface areas. 
Provide support to our Cleaning colleagues, as required, i.e. Periodic cleaning, planned and unplanned absences and vacancies. 

Ensure compliance with health and safety regulations 
Maintain knowledge of manual handling regulations 
Complete risk assessments and maintain hazard awareness 
Follow workplace safety procedures 
Ensure use of PPE (Personal Protective Equipment)

Respond promptly to facilities-related requests or emergencies
Support Site FM Manager and team where required to provide a prompt and professional service to our client.


Support Reception & Security Teams 
Provide support to our Front of House and Security teams, as required. 
Maintain high levels of client staff and visitor FOH engagement, ensure professional standards are always maintained. 





Duties/responsibilities/accountabilities/deliverables
List the main aspects of the job, with an emphasis on duties and responsibilities for junior roles, and accountabilities and deliverables for more senior roles.

	Basic Technical Skills 
· Tool Familiarity – Safe use of common hand tools, i.e. screwdriver, pilers, hammer, drill etc. 
· Mechanical Understanding – Ability to see how parts fit and move together.  
· Troubleshooting – Ability to identify obvious causes, i.e. loose wire, worn parts  
· Measurements - Ability to use a tape measure and level 

Repair Fundamentals 
· Tightening & adjustment and replacing of small parts.  
· Basic patching – drywall, caulking and sealing. 
· Assembly & disassembly of equipment or furniture. 

Safety Awareness 
· Proper use of PPE, gloves, goggles etc.  
· Lockout / Tagout basics  
· Ladder safety 
· Awareness of electrical and water hazards 

Problem-Solving & Soft Skills  
· Ability to think logically 
· Possess Attention to Detail skills 
· Ability to follow instructions or manuals  
· Ability to communicate with Site FM Team and other stakeholders.  

Basic Education 
· Ability to read manuals and instructions  
· Ability to undertake functional maths, such as fractions, measurements and conversions. 





Resource responsibilities
Indicate the typical number of direct reports, financial responsibility, control over subcontractors              and any responsibility for assets, systems, or outsourced services.
	
You will have no direct people management; however, you may be responsible for providing security protocols for escorting contractors and site visitors. 




Person specification
Describe the knowledge, skills, qualifications, personality, and experience required for the job.

	Skills and Qualifications:
· Basic knowledge of building maintenance and repair 
· Good organizational and time-management skills 
· Strong communication and teamwork abilities 
· Ability to work independently and use initiative 
· Basic IT skills (e.g., email, spreadsheets, reporting tools) 
· Awareness of health and safety practices 

Education and Experience:
· High school diploma or equivalent (required) 
· Previous experience in facilities, maintenance, or a similar role (preferred) 
· Relevant certifications (e.g., health & safety) are a plus 

Working Conditions:
· May involve physical tasks (lifting, moving equipment) 
· Combination of indoor and occasional outdoor work 
· Possible need to respond to urgent issues outside normal hours 

Key Competencies:
· Problem-solving 
· Attention to detail 
· Reliability and flexibility 
· Customer service mindset 











Other factors relevant to the job
Enter any additional information which the job holder would need to know, for example: requirement for UK-wide travel, shift patterns, night working, call outs etc.

	Ability to work flexible hours within clients’ normal operating hours of 07.00 and 19.00 hrs. Monday to Friday.  
Occasional working hours outside normal hours required to cover periodic works, cleaning or events in receipt of overtime payments. 
Obtain & maintain relevant Security clearance. 
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