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Department: Facilities
Reporting To: Facilities Supervisor
Location: Factory 2 Normandy Way & Unit A Harrowbrook Road Hinckley
Job role overview: 
Working as part of team of five within the Facilities department you will employ your skills to ensure site facilities, security and some maintenance areas are supported with innovative and efficient solutions to an array of tasks. You will ensure our estates, buildings and workspaces are maintained to a high standard. Coordinating an array of activities in the background our internal team and service partners operate with quiet efficiency to make everyone’s day that little bit easier.
You will liaise with all areas of the business that require support from the Facilities department to ensure that goals and targets are maintained to a high level. Much of our work is centred around our global HQ in Hinckley but we support four UK sites. Your working time will be split between our two sites in Hinckley with occasional travel to Wales and Stoke on Trent. Getting away from the desk to see issues on the shop floor in our manufacturing environment and around our estates is a must. This role is suited to a confident verbal communicator; negotiation is a key part of our role to ensure we bring everyone together around solutions.
Duties and Responsibilities:
Site Security

· Administer site access control system.

· Monitor site CCTV systems and liaise with maintenance team where necessary.
· Coordinate and liaise with site security services and personnel.
Contractor / Visitor Liaison

· Receive business guests and issue site passes.

· Oversee contractor management systems, obtaining documentation and RAMS.

· Liaise with contractors to obtain detailed records of servicing and ensure these are retained and archived.

· Log breakdowns and callouts with service providers.

· Maintain and communicate our Health and Safety standards.
Facilities Management

· Raise purchase orders and approve contractor invoices.

· Fleet vehicle MOT and maintenance co-ordination.

· Site maintenance and work alongside ground maintenance services.

· Create, audit and communicate process work instructions for use within the facilities team.

· Ensure facilities team training records are updated and controlled.

· Audit workspaces, record and processes and report on findings.
Waste Stream Control

· Monitor and coordinate waste disposal systems.
· Pursue solutions to reduce our environmental impact.

· Support with management of waste control team.
· Arrange material movements with our waste stream partners.
· Obtain and archive confirmation of destruction notices.

General

· Communicate with staff across the business at all levels.
· Any ad hoc activities requested by your manager.
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	Essential
	Desirable

	Qualifications and Attainments
	Maths and English GCSE grade C / 5or above. 

	

	Professional Experience and Skills
	Proficient in Microsoft Packages including Excel, Word Microsoft teams and Outlook. 
Full UK driving license.
	Previous experience of working within an automotive or manufacturing environment. 


	Personality and Motivation
	Self-motivated and resilient. 
Flexible and adaptable. 
Able to take instruction and work under pressure. 
Excellent communication skills, clear and concise written and verbal skills 
Able to make systematic and logical judgements. 
Can work as part of a team and individually. 
Use facts and data to reach well informed decisions and solutions. 
Approachable a forward thinking. 
Self-motivated and able to work with the minimum of supervision.
	

	Appearance and Characteristics
	Well presented.
	

	Circumstances
	Able to be flexible on working hours which could include evenings, weekends and holidays.
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