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Facilities Management Assistant
We have a fantastic opportunity for someone who is passionate about kick-starting their career in construction/facilities management with a supportive employer who will provide an opportunity to grow and develop. Limited experience is required as all training will be provided as part of the induction process.
Key Information
●       Full time permanent contract
●       Salary range - £16,000 - £20,000 (pro-rata) per year depending on experience
●       Competitive benefits package
●       Based at The Innovation Centre, Queen’s Island, Belfast 
●       Reporting to the Facilities Manager
●       Closing date for applications is Monday 8th February 2021 at 10am

We are Catalyst
A community of innovators so powerful its people can change the world. 
We are an independent, not-for-profit organisation working together for the greater good, enabling a connected community of like-minded innovators in an entrepreneurial eco-system that is the key driver of the knowledge economy in Northern Ireland. We are a force for good, bold in our approach, with integrity at our core and passion in everything we do.
 
The Role 
Working as an integral member of the Corporate Real Estate & Facilities team to provide a professional and comprehensive facilities service to all member companies and users of the Catalyst community.
 





Functions
Facilities & Estate 

1. Working closely with Catalyst member companies and community for the provision of facilities and services 
2. High levels of customer satisfaction skills to ensure all member issues are responded to in a timely manner, ensuring members are consistently updated throughout the process.
3. Managing general upkeep and maintenance of the buildings - making sure that the building meets health and safety standards and legal requirements.
4. Assisting with the management of building services management systems and access control – training provided.
5. Managing and adjusting energy systems to ensure compliance and efficiency.

6. Assisting with the management of services such as cleaning, waste disposal, catering, and parking.
7. Liaise with relevant contractors and partners to ensure all defects or issues are resolved quickly and without too much disruption to member companies.
8. Responding appropriately to emergencies or urgent issues as they arise and dealing with the consequences.
9. Assisting with the management of refurbishment, renovations and office moves.

Administration 

1. Assist in the managing of budgets and keeping records of payments
2. Assisting in the management of office systems, which may include ICT and office equipment.
3. Provide administrative support to the Facilities Manager in the procurement processes. This includes the development and issue of tender documentation, maintaining applicable audit trails (issue dates and responses etc.)
4. Provide administrative support in the documentation of building procedures & processes.





Person Specification
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Criteria may be enhanced to aid shortlisting. Exceptional candidates who do not meet the criteria may be considered for the role provided they have the necessary skills and experience. 
*This relates only to any person who had declared that they have a disability, which debars them from driving.
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Areas to be
assessed

Esser

+ Educated to secondary level, or equivalent
BTEC qualfication

Desirable

Qualifications (Consideration wil be given to applcants | * Relevant qualfication in 2
e Curenty workng et ‘construction related subject
completion of arelevant qualficaton]

+ Experience ofworking wih 3
wide range of ustomers in the
provision o aciiies services.

Experiencel « Experience of working within a .

Knowledgs constnuctionfacities management poston, | * Knouledge of bulding senices
or demonstrable equivalent

+ Knouledge of relevart statutory
reguiations for management of
buiding faciites

+ Proficentin Microsoft Ofice, e.9., Outiook,
Word, PowerPoint, Excel
Excellent commurication
High levels o customer service/satisfacton
skils + Experience of using CAD

Skilliqualities Strong analytcal and problem-solving skils |« Qualifed First Aider
Strong atention to detai and the abltyto |+ Qualficaion n Health and
work under pressure Safety
Excellent organisatonal skls
A proventeam player
Famitarity with technology, eg. audio visual,
tele and video-conferencing, Wi-Fi, fc.

Froof of ight o work n the UK
Flexibilty to ravel between sites
On occasions to work evenings and
weekends for events and planned
maintenance
« Abilty to se upftake down tables, chairs efc
Special and to sortdeliver mail
requirements « Abilty to deal with onsite problems which

may arise, on a timely basis

« Full current diving licence or working
towards obtaining a driver's license (valid in
the UK) and accessto a car or "accesstoa
form of transport which wil permit the
applicant to camy out the duties of the postin
full





