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Facilities Maintenance Officer 

Role and Person Specification 
 
The Queen's Foundation is a theological college in Edgbaston, Birmingham, providing theological 
education and training to a wide range of students.  The campus on Somerset Road provides residential 
accommodation, teaching and dining facilities, and office accommodation for staff.   The campus is very 
busy, operating 7 days a week, day time and some evenings, for most of the year.  The main campus is at 
26 Somerset Rd with a new accommodation block at 24 Somerset Rd. 
 
The Facilities and Maintenance Officer (FMO) is a member of the Campus and Facilities team, working 
under the direction of the Campus and Facilities Manager.  A considerable amount of work has been done 
on the campus over recent years and a planned preventative maintenance programme is being put in 
place, in which the FMO will play a key part.  Because of the age of the buildings and the range of 
building type, the maintenance and repair tasks are very varied, so the FMO must be able to turn their 
hands to a wide variety of maintenance and general repair tasks and will need to have a ‘can do’ 
attitude.  It is essential that the FMO is adaptable, responding positively to needs as they arise, as well 
as carrying out a wide range planned tasks.  The FMO must be self-motivated, as lone working is 
inevitable, but must also be a team player with other support staff, willing to lend a hand when needed.  
The FMO will be adept at making tight budgets go a long way and skilled in diagnosing when specialist 
services are needed.   
 
The Foundation draws on external contractors to provide specialist heating and electrical services, most 
of the care of the grounds, and other trades as necessary.  In order to reduce our dependence on 
external contractors the FMO is expected to have a basic level of competence and a willingness to 
support the day to day maintenance of the campus buildings and facilities.  The role profile below is 
illustrative of the range of tasks the FMO is expected to undertake, but this will be adapted in the light 
of specific trades and skills that the post holder can offer.  The Foundation is committed to the 
professional development of all its employees so will support training to gain additional skills or 
qualifications that will meet the needs of the Foundation.  While the role as described expects existing 
skills and qualifications, the Foundation is open to applications from those at an early stage of their 
career who have the aptitude and desire to develop their skills and broaden their experience.   
 

ROLE PROFILE 

Role Title: Facilities and Maintenance Officer 

Role Purpose:  The officer will use their skills and experience to ensure the campus buildings 
and services of the Queen’s Foundation are well maintained and kept in good 
repair. The officer will use their analytical skills to diagnose faults and advise 
the Campus and Facilities Manager about remedies and assisting in 
implementing these. 

Reporting to:  Campus and Facilities Manager  

Disclosure level: Standard 

Hours: 37.5 hours per week, typically 7.30 to 4.00 Monday to Thursday, and 10.00 
to 6.30 on Friday (with one hour for lunch each day).  Some weekend work 
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may be required for special events or ‘call out’ for which time off in lieu 
will be taken from normal working hours. 

Pay: Salary range £18,500 to £21,500 depending on qualifications and 
experience.  Additional benefits are free lunches during term time in the 
dining room, a good stakeholder pension scheme, and holidays of 25 days 
per year, a generous ‘closed period’ over Christmas in addition to statutory 
holidays. 

Key Role 
Responsib-
ilities 

1. To undertake general maintenance and repairs in all buildings on both sites.  This 
will include, for example: 

• basic essential plumbing work – such as replacing worn tap washers, unblocking 
drains;  

• basic essential electrical work – including replacing light bulbs, fluorescent 
tubes/starters, undertaking PAT testing, cleaning/replacing filters on equipment.  

2. To undertake general building/decoration work to maintain, repair or improve the 
fabric and décor of all buildings, for example: 

• replacing/repairing damaged doors, wardrobes and cupboards, skirting boards; 
making good/plastering/filling local defects; 

• painting and decorating, from remedial work to re-decorating a complete room or 
area (involving the use of gloss and emulsion finishes), internally and externally; 

• replacing locks, handles, or re-setting/replacing damaged paving stones, 
replacing/repairing gutters and downpipes. 

3. Controlling boilers, central heating and hot water systems, for example: 

• re-starting them after cut-outs, managing heating levels and ensuring that they are 
working effectively, setting up for seasonal changes, regular checks and 
adjustments as needed. 

4. General facilities duties, for example: 

• testing fire security equipment, final exit routes, access control, and emergency 
signage. Maintaining records of these as prescribed;  

• assembling and fitting office furniture and equipment, bedroom furniture, and 
facilities equipment. 

• clearing leaves from gutters and flat rooves, maintaining paths and walkways, 
making safe and remediating any damage caused by inclement weather; 

• assisting with room set up when necessary and working with others to do other set 
up or removal tasks; 

• undertaking urgent maintenance or repair tasks that have been reported to the 
Campus and Facilities Manager 

• supporting special events – for example the annual Foundation Event - helping with 
setting up and taking down of equipment and furniture;  

• doing other general grounds or building work as directed by the Campus and 
Facilities manager; 

• assisting the Campus and Facilities manager in the management and direction of 
community support workers, liaising with community support leader, providing 
suitable jobs when necessary, recording relevant information for our records.   

5. Deputising for the Campus and Facilities manager when he is absent or unavailable. 

6. In all these activities and tasks the officer will: 

• Ensure all completed works comply with the current regulations and legislative 
requirements. 

• Ensure that all work conducted is to current health & safety legislation, with 
method statements and risk assessments undertaken where appropriate. 
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Education, 
Qualifications 
and Training 

Essential 

An aptitude and willingness to 
engage in the wide range of basic 
maintenance tasks. 

Competence in at least one trade 
and relevant experience and 
willingness to undertake recognised 
qualifications.  

Level 2 workplace Health and Safety 
qualification (or included in another 
general qualification or equivalent 
experience and willingness to 
undertake). 

Desirable 

A Level 1/2 or 3 NVQ trade or facilities 
qualification (will influence starting salary).   

A heating or electrical qualification 

Recognised building or facilities related Level 
2 NVQ qualification in at least 1 trade  

Competency in other trades 

 

Knowledge 
and 
Experience 

• Practical experience in operating hand tools and light machinery. 

• Experience of completing risk assessments for work activities. 

• Information Technology – basic competence in Outlook, Word and Excel 

• Track record of ensuring that work gets done correctly on time, first time. 

• Experience of safe lone working and using own initiative.  

• An ability to complete basic maintenance tasks (e.g. plastering, tiling, plumbing, 
painting/decorating, carpentry, fencing). This list is not exhaustive. 

• An awareness of health & safety legislation. 

• Positive and proactive problem solver with excellent decision making skills. 

• Commitment to delivering a high quality service. 

• Ability to identify building defects and their remedies. 

• Excellent planning & organisational skills. 

• Excellent communication skills and the ability to deal with the wide range of all 
those who use or live on the campus. 

Role Specific 
Skills & 
Behaviours 

Strong commitment to high quality service, seeking opportunities to improve. 

Flexible and adaptable in approach to work. 

Strong desire to learn and develop the Foundation’s values and ethos. 

Understanding of and commitment to the principles of equality & diversity. 

 

• Be committed to equality & diversity in both the delivery of services and to other 
staff. 

• Ensure performance to or exceeding the agreed standards. 

• Comply with all appropriate legal & statutory regulations and best practice. 

• Promote effective communications & excellence in customer service. 

• Be responsible for their health, safety and welfare and to undertake the health and 
safety duties as Directed by the Campus and Facilities manager. 
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