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JOB DESCRIPTION

	1. DETAILS

	Job title:
	Facilities Team Assistant – Training Ground

	Reporting to (Job title):
	Training Ground Facilities Manager

	Department:
	Training Ground Facilities

	Direct Reports:
	Andrew Harvey

	Location:
	Oxford United Training Facility, Horspath Road, Oxford. OX33 1RT

	Hours:
	Full time including match days, 37.5 Hours a week.

	FT / PT
	Permanent F/T




	1. KEY OBJECTIVES OF THE ROLE

	
To recruit a competent person with a maintenance / facilities background with an awareness of safety and security who can be developed to gain a full understanding of the roles required to prepare the training ground daily use.   

Their primary role will be to assist the open the site and assist the Facilities Manager in preparing the training ground for daily use, undertake maintenance and general repairs, assist with general administration and reporting, and providing relevant to support the Head of Safety and Operations as required.  

This may include assisting with operations at the Kassam Stadium when required




	2. MAIN DUTIES / RESPONSIBILITIES

	
· To assist the Facilities Manager with the maintenance and management of the training ground and to ensure compliance with all relevant certification
· To assist in the preparation of the training round for events and player activities ensuring all equipment and resources necessary are checked, in place and serviceable
· To open the site in advance of coaching staff arriving and to ensure all relevant areas are unlocked, lit and heated as required
· To check for and clear any overnight litter / waste to ensure the site is ready for the arrival of training staff
· To conduct routine safety inspections and manage safety and operational maintenance and repairs around the site as required
· To conduct pro-active and preventative maintenance around the site, reporting areas where future improvement or works are required.
· To assist the Facilities Manager conduct general and routine maintenance activities and inspections and ensure reports and documentation are submitted to the relevant stakeholders.
· To liaise on behalf of the Facilities Manager with security contractors to ensure the provision of appropriate levels of stewarding for player training and activities on site, and to conduct reviews of the security of the site as required.
· To liaise on behalf of the Facilities Manager with maintenance contractors to ensure relevant works are conducted in a timely and cost effective manner.
· To assist with invoicing and relevant reporting to the Facilities Manager
· To assist with administrative tasks to support the Facilities Manager to ensure compliance with safety certification and all statutory licensing requirements 
· To facilitate contractor movement and working on site ensuring all health and safety inductions and requirements are complied with.
· To proactively assist with and promote the safety and security of the training ground and to ensure compliance the Health and Safety at Work Act
· To undertake any relevant health and safety training and awareness courses and skills upgrading courses as required by the Facilities Manager 
· To be available to respond to and manage safety incidents during the day
· To provide cover during periods of annual leave to answer enquiries and address issues on behalf of the Facilities Manager
· To conduct any other work or deployments as required by the Head of Safety and Operations to assist the Safety Officer or Head of Matchday Operations at the Kassam Stadium 




	3.  CORE SKILLS, KNOWLEDGE TRAINING AND EXPERIENCE REQUIRED

	
· Reliability and adaptability
· Exceptional organisational skills
· Ability to take Initiative and when necessary, the ability to be assertive.
· Leadership and the ability to ‘make things happen’.
· Excellent time management and organisational skills
· Professional manner
· Efficient, productive and proactive
· Positive and flexible attitude
· Ability to react to changing situations positively.
· Ability to work well under pressure.
· Ability to solve problems.




	

	5. JOB DESCRIPTION AGREEMENT

	
Job Holders Signature:

	DATE:

	Managers Signature:

	DATE:
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