


Job Description
	Job title:
	Community Facilities Assistant

	Directorate:
	People

	Division:
	Community Planning & Development

	Reporting to:
	DEA Officer

	Responsible for:
	No direct line management responsibility

	Post Status:  
	This is a permanent post.  Employment will be subject to Mid and East Antrim Borough Council being satisfied with the successful completion of a probationary period of six months.

	Location:
	The location of this post will be Carrickfergus, the requirements of the post may result in the postholder having to work in various locations across Mid & East Antrim.

	Salary:
	Scale 3 and in the range SCP 7-8, currently £27,274 to £27,709 per annum (pro rata).   

The starting salary is normally at the base of the salary scale.  A higher starting salary may be awarded in exceptional circumstances where the decision to do so can be justified.

	Pension:
	Mid and East Antrim Borough Council operates under the NILGOSC pension scheme. For more details on this please visit https://www.nilgosc.org.uk/ 

	Hours of Work:
	Successful candidates will be required to work:
Minimum of 20 hours per week (5 posts)
Minimum of 10 hours per week (2 posts)

Working hours will normally be scheduled across Monday to Saturday; however, Sunday working may also be required or offered in line with service need.  Given the nature of the role the post holder will be expected to work evenings, weekends and Bank Holidays as dictated by the needs of the service.  Appropriate payment will apply in accordance with Council terms and conditions.





	Transport/Mobility:
	Successful candidates will be required to provide cover at various community centres within the Mid and East Antrim Borough Council area.  Appointees must have access to a form of transport which will enable them to meet the requirements of the post in full. 

	Annual Leave 
	Caretakers must take the majority of their leave during school holiday periods, normally one week at Christmas, one week at Easter, two weeks in July in conjunction with User Bookings.

	Date:
	November 2026
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MAIN PURPOSE OF THE JOB
Responsible for the day-to-day operations: security (as keyholder), safety, servicing of bookings, cleanliness and general maintenance of the building and site assigned to.
Comply with Council Policies, adhering to all health and safety requirements.
Provide cover at other community centres across the Borough as service needs dictates.
MAIN DUTIES AND RESPONSIBILITIES
1. Service Delivery

1.1. Open and close the facility as required including checking that the premises, associated out buildings and perimeters are properly secured, setting the burglar alarm system as required. 
1.2. Service Bookings, including setting up and preparing rooms for bookings, liaising with the user group when on site and responding to requests. 
1.3. Act as the designated key holder for the centre, be responsible for facilitating on-site visitors or contractors, and be on stand-by to attend to rapid response and emergency call-outs as required. 
1.4. Ensure the effective operation of various systems within the building such as fire alarms, intruder alarm, CCTV, heating, lighting, plumbing and audio-visual systems, liaising with the relevant staff within Council in the event of malfunctions. Report any internal defects or maintenance issues in a timely fashion and in accordance with Council policy and procedures.  
1.5. Carry out fire and security drills and assist with the evacuation of the building should it become necessary. 
1.6. In line with health and safety regulations ensure safe storage of cleaning materials and facility equipment, taking responsibility for the identification of hazards and safeguarding the public within and external to the facility. 
1.7. Maintain and record relevant log books as required. 
1.8. Comply with and actively promote the Council’s Health and Safety Policy and Procedures to ensure a safe environment for staff and users including reporting all incidents and accidents and completing all the necessary documentation. 
1.9. Undertake duties regarding the upkeep of the entire premises as per daily checklists with respect to cleaning and health & safety, including toilets, halls, offices, meeting rooms, social areas, kitchens, storage rooms, changing facilities, windows, equipment, including the safe operation of cleansing machines and chemicals where appropriate. 
1.10. Ensure energy usage is not excessive by turning off lights, heating and equipment when not in use and maintain a record of monthly usage. 
1.11. Ensure clear and safe pedestrian access to the facility particularly in adverse weather conditions (e.g. clearing snow, gritting etc.).  Carry out general grounds maintenance, clean and litter-pick the external area including backyard, forecourts, footpaths, car parks (gritting during winter months) including the safe operation of any maintenance/cleaning machines. 
1.12. Report any external defects, broken equipment/fencing or maintenance issues in a timely fashion and in accordance with Council policy and procedures.  
1.13. Provide a high level of customer service to the public maintaining a professional and proficient approach, and facilitate centre users in the delivery of services, providing guidance and assistance with their booking in a co-operative and courteous manner.
1.14. Provide information and direct or assist members of the public, contractors and external agencies with regards to the facility, as appropriate, informing potential centre users of the booking procedure for the centre. 
1.15. Ensure Centre procedures and protocols are adhered to with respect to centre users and report all instances of repeated misconduct to the appropriate person.
1.16. Where relevant, access the Centre’s IT system to obtain notifications on upcoming bookings for the centre and amendments to existing bookings, as required. 
1.17. Order and ensure adequate stock levels of cleaning, stationery and toiletry supplies for the smooth operation of the building. 
1.18. Maintain regular communication via email and telephone with the DEA Officer, DEA Assistant and Customer Liaison Officers to facilitate the efficient running of the centre.
1.19. Undertake all mandatory training as required. 	

2. Quality
2.1. Adhere to and comply with all Council policies and procedures relevant to this role, including arrangements for health and safety and risk management.
3. Performance Improvement
3.1. Achieve high standards of personal performance, through meeting agreed personal targets and undertaking planned programmes of professional development.
3.2. Examine opportunities to gain efficiencies and improve effectiveness including collaborative partnerships, joint working and other innovative approaches to achieve best value in the use of public money.

4. General
4.1. Uphold the Core Values of Mid and East Antrim Borough Council and work to achieve the wider organisational objectives as detailed in the Corporate Plan.
4.2. Participate in the Council’s Performance and Development Review process as detailed in the published scheme.
4.3. Fulfil the legal Health and Safety duties placed on employees by:
· taking reasonable care of your own health & safety and that of others who may be affected by what you do or do not do;
· Co-operating with the Council on Health & Safety matters;
· Ensuring that you use work items provided by the Council correctly and in accordance with the training and instruction received, including personal protective equipment (PPE);
· Ensuring that you do not interfere with or misuse anything provided for health, safety, or welfare purposes.
4.4. Contribute to Mid and East Antrim Borough Council in fulfilling all of its commitments in relation to anti-discrimination practices, its Equality Scheme and under the Northern Ireland Act 1998 and the Human Rights Act 1998. 
4.5. Comply with all the Council’s policies and procedures.
4.6. Fulfil your legal responsibility* for all records held, created or used as part of Council business whether paper based or electronic, including e-mails.  All such records are public records and are accessible to the general public, with limited exceptions, under the Freedom of Information Act 2000, the Environment Regulations 2004 and Data Protection Act 1998. Employees are required to be conversant with the Mid and East Antrim Borough Council procedure on records management and to seek advice if in doubt.
* Any subsequent updates will supersede legislation identified within the Job Description
4.7. Maintain high standards of personal accountability.
4.8. Comply with the Code of Conduct for Local Government Employees and the Local Government Employee & Councillor Working Relationship Protocol.
4.9. Perform any other duties commensurate with the grade and level of responsibility of this post, for which the post holder has the necessary experience and/or training.
Closing caveat:
This job description sets out the main duties of the post as at the date of completion. It is not intended to be rigid and inflexible but should be regarded as providing guidelines within which the post holder is required to work.  Other duties of a similar nature and appropriate to the grade may be assigned from time to time by the Head of Service. Duties may vary to meet the changing needs of Mid and East Antrim Borough Council and without changing the general character of the post or the level of responsibility that it entails.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.

Person Specification
	
	Essential Criteria
	Method of Assessment 

	Qualifications and Experience 
	Applicants must:
· Hold a minimum of Entry Level Essential Skills qualifications in Adult Literacy and Adult Numeracy

AND   

Be able to demonstrate, by providing personal and specific examples, that they have 1 years’ experience to include: 

· Caretaking i.e. cleaning and security 
· Dealing with members of the public, providing excellent customer service
· Undertaking basic administrative duties and following instruction
· Basic usage of Information Technology.
 
	Application Form & Interview

	
Knowledge
	
Awareness of safety protocols such as Control of Substances Hazardous to Health Regulations (COSHH).

	
Application Form

	
General
	
Ability to work unsociable hours on a rota basis and ability to work additional hours as and when required. 
	
Application Form

	
Behavioural Competencies
(Frontline Level)
	
These competencies are the top 6 competencies the Local Government Competency Framework[endnoteRef:1] which have been identified and prioritised for effective performance in this role. [1:  Full details of the Local Government Competency Framework can be found at the following link:
http://www.lgsc.org.uk/fs/doc/Competency%20Framework%20for%20Local%20Government.pdf] 


2. How we manage ourselves

2.1  Managing Our Own Work – Plans, structures and
prioritises own work to achieve optimum results.

2.3 Communicating with Impact – Presents a positive image by communicating effectively, being resilient and treating people fairly. 

3. How we work with others

3.3 Meeting Customer Needs – Establishes the needs of 
customers and strives to ensure that these are met.

4. How we move forward

4.1 Problem Solving and Decision Making – Gathers      
information from a range of sources.  Analyses
information to identify problems and issues.  Makes
effective decisions and recommendations based on
resolution agreement within an environment of trust,
mutual respect and co-operation.  

4.3 Achieving Results – Takes personal responsibility or making things happen. Shows motivation and perseverance in overcoming obstacles and achieving results.

4.4 Continuously Improving Services – Seeks to 
Continuously improve the services and processes that 
impact on users.

	
Interview 



image1.png
Mid & East
Antrim
Borough Council




