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	Job Title 
	Facilities Support

	Team Facilities
	Facilities 

	Reporting to 
	Facilities and Health & Safety Assistant

	Responsible for 
	

	Job purpose 
	The purpose of this role is to support the Facilities Team in maintaining a smooth day-to-day running of the office, while assisting with the compliance, operational, and administrative needs of the department.

	Key responsibilities
	Manage the secure receipt, sorting, scanning, distribution and tracking of all incoming and outgoing mail, including Royal Mail, DX post, and deliveries. Maintain accurate records of all tracked mail items and ensure the mailroom remains organised and tidy. 
Set up meeting rooms and manage room layouts as required, including the safe handling and movement of office furniture.
Book, coordinate, and manage courier services as required.
Manage offsite storage processes, including archiving, file retrievals and secure document destruction. 
Maintain adequate stock levels of catering supplies, stationery and paper. 
Monitor, manage, and action Facilities helpdesk requests in a timely manner.
Support the smooth running of the office (filling printers with paper ensuring printer hubs are stocked and kept tidy).
Identify opportunities for service improvements contribute to their implementation.
Develop, maintain and implement written processes and procedures.
Cover other Facilities team members when needed, including liaising with contractors and suppliers.
Provide occasional support to Reception, including answering calls and monitoring emails inbox.
Undertake any other reasonable duties as requested by the Facilities and Health & Safety Assistant.

	Date  12 March 2026
	



	
	Essential
	Desirable

	Qualifications & training
	Proficient in the use of Microsoft Office applications
	Manual Handling training

	Work experience
	Experience of working in a similar role within an office environment
Experience handling mail, deliveries, and transporting boxes
	Reception or call-handling experience
Experience using post-room equipment such as franking machines

	Knowledge & skills
	Exceptional attention to detail
	Health and Safety conscious

	Competencies & values
	Excellent verbal and written communication skills
Ability to build and maintain effective working relationships at all levels
Positive and proactive attitude with a willingness to learn and assist where required
Ability to remain calm under pressure and manage time effectively
	Flexibility and willingness to work outside normal working hours on an occasional basis (e.g. once or twice a year)

	Other
	Ability to maintain a high level of confidentiality
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