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POSITION DESCRIPTION

1. POSITION TITLE: 
Facilities Officer
2. WORK UNIT: 
People and Workplace
3.
RESPONSIBLE TO: 
Facilities Manager
3. LOCATION: 

Canberra, ACT
4. PURPOSE: 
The Facilities Officer will be responsible for directing, managing and coordinating day-to-day operational activities, actively maintaining Canberra Office operations with a strong focus on achieving a high level of customer satisfaction with internal and external stakeholders.

The Facilities Officer is also responsible for providing support to the Facilities Manager as required. 

5. DUTIES

Duties and responsibilities include:
General Office Support

· Assist employees with the operation and use of Canberra Office equipment and facilities.

· Maintain and manage stock levels for staff amenities. 

· Identify operational efficiencies and streamline processes wherever possible.

· Manage the stationary for the Canberra Office.

· Coding of invoices for authorisation – ensure all invoices are within agreed contracted terms. 

· Book the venue for National Office staff Christmas function, collate staff attendance list, dietary requirements and menu choice.
· Undertake other duties as may be directed/required from time to time.
· Maintain the electronic records management system that includes onsite file archiving process and locating/retrieving hard copy files as required. 

· Manage and review retention/destruction of archived items at off-site secure storage provider in line with standard records management procedures and accurately reconcile monthly invoice.

· Provide procurement and office support service functions to all business units as required. 

· Act as the Administrator for the online stationery provider across all business units and manage the supplier relationship focusing on ensuring ‘value for money’.

Courier & Mail Management

· Coordinate and manage the daily operation of the Canberra Office’s mail and courier services.  
· Accurately reconcile Australia Post monthly invoice.  
· Maintain stock and supplies in the mail room.

· Assist customers with mail-related queries.
Sustainability Commitment

· Promote sustainable environmental office practices in line with our Sustainability Action Plan.
· Take the lead in monitoring Engineers Australia’s Sustainability Action Plan with a view to working with all stakeholders to ensure (a) basic compliance and (b) to embed increased commitment to Engineers Australia’s sustainability management plans to improve sustainability management plan results. 

Security
· Operate and maintain the Insight Inner Range software program for maintaining building security.

· Maintain a register of building access passes, issue passes when required and carry out audits monthly and annually.

· Control issue and use of building keys in order to ensure an appropriate level of accessibility and security.   
· Implement, manage and maintain a compliant contractor issue and return key register. 
Repairs and Maintenance
· Point of contact for onsite contractors.

· Coordinate routine/reactive maintenance and cleaning to ensure that Canberra Office is appropriately maintained, cleaned and safe for use.

· Assist coordinating furniture relocation and refurbishments.

· Report common area issues to the Engineering House property manager. 

Work Health Safety and Environment (WHSE)

· Monitor facility-related WHSE procedures to ensure compliance. 

· Conduct workplace checks to ensure safety of work practices and follow-up.

· Conduct contractor/tradespeople inductions.
· Assist employees with the safe operation and use of Canberra Office equipment and facilities.

· Emergency warden duties. 
Building Database Maintenance

· Ensure Database is maintained with current and accurate information.

· Energy and Paper usage statistics are up to date and accurate.

Parking Management

· Assist with parking arrangements for Engineering House visitors.

· Coordinate and conduct four-monthly employee paid parking ballot, notify allocation and liaise with payroll.

6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:
· Take reasonable care for your own health and safety in the workplace
· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace
· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.
7. COMMUNICATION AND RELATIONSHIPS

· This position works closely with National Office employees.

· Liaises, assists and shares knowledge with our Division offices. 

· Fosters positive relationships with body corporate and tenants in Engineering House.

· Communicates, liaises and assists visitors, members, contractors, couriers, tradespeople.

8. OUR VALUES
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We are committed to delivering exceptional products, services and experiences for our
members and customers.

We do this by:

« caring about our members and customers, listening to them and seeking to understand their needs
« helping our customers achieve their goals

« providing service excellence

« using our member's funds prudently and in a sustainable way

ACHIEVE TOGETHER

We are at our best when we collaborate and use our collective expertise.
We do this by:

« working inclusively as ‘One Team' to create a positive and enthusiastic culture

« valuing everyone's contribution, respecting the uniqueness of individuals
« sharing information and ideas openly and broadly

o encouraging and supporting others to do their best

EMBRACE PROGRESS

We actively seek out ways to improve through adopting ideas from our colleagues, customers
and the world around us.

We do this by:

« staying informed in our ever changing world

« being agile and adopting new and simpler ways of working

« actively coaching, mentoring and encouraging creative thinking
o accepting mistakes can happen and learning from them

ACT WITH INTEGRITY

We eam trust by being authentic and accountable.

We do this by:

« doing the right thing, even when itis not easy

« giving and expecting our best, always

« keeping our promises, saying what we mean and doing as we say

* communicating openly, honestly and respectfully, being mindful of impact





9. SELECTION CRITERIA
· Demonstrated experience in facilities is essential. 

· A sound understanding of the principles and practices of facility management and/or office management is preferred.

· Proven customer service work ethic.

· The capability to operate in a ‘hands-on’ fashion where you can be up and about moving around the office throughout the day and move furniture such as chairs, portable tables etc as required.
· High attention to detail with strong computer skills with proficiency in Microsoft Excel, Word and Outlook.

· Administration experience within a professional environment.

· Well-developed oral and written communication skills.
· Ability to work autonomously and collaboratively. 

· High attention to detail with an excellent work ethic.
· Demonstrated commitment to achieving quality outcomes in work performance and results.
· An understanding of contract and agreement management would be preferred.
· The ability to interact with and remain customer-focused in a service delivery environment.
· Demonstrated capacity for initiative.
· A motivated self-starter with a proven ability to work well under pressure and with limited supervision.
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