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Job Summary

	Post Title
	Building Assistant
	Pay Grade
	Grade 2

	Directorate 

Service Area
	Communities Directorate

Corporate Property & Assets, Estate Management
	Line Manager
	Building Manager

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	91150961 – Gateway
91151408 – Gateway
91150927 – Walton Street
91150928 – Walton Street
91150968 – Cressex
91150972 – Evreham
91150970 – Stokenchurch
91151802 – Stokenchurch
91150943 – Denmark Street
91150960 – Denmark Street
90000186 – Green Street
	If existing post is the post title changing? If yes state both
	

N



	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	See Post Number List

	Work style
(Delete as applicable)
	Fixed
	Job Family
&
Role Profile
	OS02O

	DBS Check Required?
(Delete as applicable)
	No

	Politically Restricted Post?
(Delete as applicable)
	No

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	The role is responsible for delivering all aspects of practical facilities management for the allocated building(s), under the direction of the Building Manager. The postholder may also be required to provide support at other locations across the County as needed.
The role requires flexibility to work outside of core hours, including evenings, to support building operations and meetings in line with service requirements.
The primary purpose of the role is to ensure that all buildings are safe, secure and maintained to a high standard, providing a suitable environment for staff, members of the public, third-party organisations, Councillors and tenants.

	Main Responsibilities and Duties

	· Always maintain a high level of awareness of the security of the premises.
· Present a professional image, and provide a courteous, helpful, and informed service to staff, members of the public, third-party organisations, Councillors and tenants.
· Ensure the effective and efficient operation of building security and access systems, including carrying out daily and periodic checks of doors and access points. Support the administration of access control systems, including the issuing of access badges across all sites.
· Support compliance activities, including maintaining first aid kits and health and safety signage. Undertake Fire Marshal duties, assist with building evacuations (both during incidents and in planning), and complete incident reporting as required. Carry out statutory compliance duties as directed and report any serious health and safety concerns to the line manager.
· Respond to premises-related issues as they arise and, where necessary, arrange remedial works via the Facilities Helpdesk. Escalate urgent matters to the Building Manager.
· Support the setup of the Council Chamber, committee rooms, and other spaces for meetings and events, in accordance with bookings recorded in the ServiceNow system.
· Assist with ceremonial duties, including the raising and lowering of flags.
· Undertake salting and gritting of building entrances when required to ensure they remain safe and accessible during adverse weather conditions.
· Support emergency planning activities as required.
· Assist with and respond to room booking requests as necessary, ensuring effective coordination and delivery.
· Undertake additional duties appropriate to the role, as directed by the Building Manager, including providing cover during periods of leave or absence.
· Provide operational cover for the building during opening hours, in line with agreed times of operation.
· Adhere to all duties and responsibilities outlined in the Normal Operating Procedures.
· Ensure all financial transactions comply with Buckinghamshire Council’s financial regulations, including the handling of cash, banking, ordering, and invoice processing. Authorise orders through the SAP system in line with the service’s scheme of delegation and implement audit recommendations as required.
· Liaise with customers to maximise the use of the premises, ensuring accurate booking records, timely invoicing, and effective debtor management.
· Ensure facilities are set up appropriately for activities and that all relevant health and safety requirements are met.
· Liaise with IT Services to report faults or service interruptions, ensuring all required technology is available and fully operational for staff and customers.
· Support the maintenance of promotional displays and notice boards, ensuring information is accurate, up to date, and compliant with service policies.
· Always ensure compliance with GDPR, data protection and other statutory requirements.

	Accountability

	· If this role manages a budget, please state the size of the budget: £0
· If this role monitors a budget, please state the size of the budget: £0
· How many direct reports does this job have in its reporting line? None
· How many indirect reports does this job have in its reporting line? None

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Coordinates building operations, room bookings, meeting support activities and compliance checks to meet operational requirements and customer needs.

	1 year
	P
	Supports the delivery of annual building compliance activities, planned facilities management tasks and service improvement initiatives across the building portfolio.

	3-5 years
	
	




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Relevant experience and vocational training which demonstrates ability to undertake the role.
	Provides day-to-day facilities management support within operational buildings, including building security, room setup, customer support and premises management activities.
	P
	

	Experience of safe and competent operation and maintenance of relevant equipment / vehicles.
	Operates building security systems, access control equipment and facilities management equipment safely and in accordance with operating procedures.
	P
	

	Good working knowledge of relevant processes, systems and procedures including health and safety requirements.
	Applies building management procedures, health and safety requirements, emergency procedures and service operating standards to support safe and effective building operations.
	P
	

	Knowledge of legislation, regulations and codes of practice relevant to specific work area.
	Works in accordance with health and safety legislation, fire safety procedures, GDPR requirements, financial regulations and facilities management policies.
	P
	

	Good communication skills.
	Communicates effectively with staff, members of the public, Councillors, tenants, contractors and third-party organisations, providing a professional and customer-focused service.
	P
	

	Literacy and numeracy skills. Able to maintain accurate records as required.
	Maintains accurate booking information, incident reports, access records, compliance checks and financial documentation.
	P
	

	Proven ability to prioritise workloads and achieve deadlines.
	Prioritises building operational tasks, room setup requests, compliance activities and customer service requirements to meet service standards and deadlines.
	P
	

	Basic ICT skills including use of Microsoft applications.
	Uses Microsoft applications, ServiceNow, SAP and building management systems to process information, manage bookings and maintain accurate records.
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Provides clear advice, guidance and assistance to customers and building users regarding facilities, bookings, access arrangements and building services.
	P
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	Educated to GCSE / NVQ 2 standard or equivalent. 
	P

	

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role (tick as appropriate)
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	*For all other post regardless of whether require a Basic check or no check at all
This post is covered by the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare: 
• All unspent cautions and/or unspent convictions 
For further information on how long it takes for cautions and convictions cautions to become spent, please refer to our guide on the Rehabilitation of Offenders Act 1974 (updated 2023) | Nacro
	Y



	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder.  This job summary is intended to provide a broad outline of the main responsibilities only.  The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







