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	Job title
	Assistant Facilities Manager
	Date

	Reports to (title)
	Facilities Manager
	September 2025

	Contract/Department
	GSK 3540
	Revision

	Location
	Stevenage
	V2



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

	Assist the Facilities Manager in delivering services as per EMCOR UK’s contract with the client. Ensure statutory compliance, maintain strong client relationships, and optimize operational and commercial performance. Contribute to site operations, focusing on user experience and brand reputation within common and engineering areas.



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.
	· Support site teams by promoting teamwork, ownership, and continuous improvement initiatives.
· Track and report operational performance data and KPIs, highlighting areas of concern for management review.
· Liaise with the client to support site meetings and ensure effective communication of area updates.
· Assist in maintaining the IMS Quality System and adherence to Health & Safety policies.
· Coordinate basic maintenance scheduling and facilitate access to user areas as required for activities.
· Assist in enhancing customer interactions and improving their experience.
· Help maintain inventory records, including tracking availability of critical spares.
· Provide support in monitoring staff and subcontractor performance in housekeeping and customer satisfaction.
· Respond to emergency situations as directed, and assist with incident reporting and corrective actions.
· Ensure adherence to Safe Systems of Work, permits, and isolation procedures under supervision.
· Contribute to contingency planning, emergency procedures, and maintenance reviews as required.
· Provide administrative and logistical support during project area handovers.
· Deputise for Facilities Manager during periods of absence



Resource responsibilities
Indicate the typical number of direct reports, financial responsibility, control over subcontractors              and any responsibility for assets, systems or outsourced services.

	
· No direct reports.
· You will be responsible for ensuring your mandatory training is completed on time.
· Required to undertake General Permits and possible supplementals.




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

	· Proven track record in operations management within hard services FM.
· IOSH Managing Safely (or willing to undertake)
· Strong IT skills, including CAFM/EAM systems.
· Excellent interpersonal, presentation, and communication skills.
· Demonstrable experience managing subcontractors.
· Professional, client-facing approach, with strong commercial and contractual awareness.
· Full UK driving license.



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.

	
· This job description is not exhaustive and may be updated to align with evolving business needs. Employees are expected to comply with any reasonable management requests. 
· Occasional travel for training/business needs. 
· Ability to use company pool vehicle and equipment (where necessary)
· Undertake occasional overtime to support business needs to maintain maximum asset uptime, whilst reducing impact to client purpose.
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