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JOB DESCRIPTION

fACILITY  OPERATOR


	

	

	[bookmark: Text3]Position Title
	Facility Operator
	
	Department
	AstraZeneca
	

	
	Generic
 Job Title
	Facility Operator
	
	Segment
	CS IFM
	

	
	Team Band
	Unbanded
	
	Location
	UK
	

	
	Reports to
	Customer Service Manager
	
	Office / 
Unit name
	Various
	

	

	
	Organisation Structure
Please see contract organisational structure
	

	

	
	Job Purpose
AstraZeneca is a leading pharmaceutical Company with a strong focus on the research and development of new drugs.

This position requires a proactive customer focused individual with an exceptional eye for detail and the ability to communicate and build relationships at all levels. 
The person needs to be a forward thinker with a methodical approach, exceptional planning, and excellent organisational and communication skills with the ability to challenge in order to further develop the service offer
The Ops North cleaning team incorporates a general area, laboratory and GMP cleaning service.  This includes the responsibility for the day to day cleaning of the laboratories, general areas, general waste removal, recycling and deep cleans.


	

	

	
	Accountabilities or “What you have to do”
· To own and take responsibility for an allocated floor area and ensure that a 5 star customer service is experienced by all.
· To be the first point of contact for customers. 
· To be visible to all customers and build relationships with at all levels 
· To ensure the floor area is compliant to relevant Health and Safety procedures.
· To ensure that the floor area is compliant to environmental procedure.
· To ensure that the site rules are observed.
· To report all faults and issues to the relevant service partner as directed by the site services manager
· To monitor and review the Multi-Functional printing devices around the floor
· To monitor and review and maintain the vend hubs and drinks machines in the allocated areas
· A strong level of understanding and appreciation of AZ SHE/GxP procedures and Safe Systems of work. To be able to issue Permit to Works and ATWS and other associated permits (working at height, confined space etc)
· Use FLTs as needed to assist with the movement and organisation of items within the working environment. 
· IT literate and conversant in the use of AZ business systems.
· Able to work on own initiative, be efficient, flexible, reliable and keen to develop skills and experience.
· To work as part of the business support centre and multi skill in all positions. 
· Undertaking the induction of customers new to the building.
· To have a full working knowledge of the building including all services
· To be able to  identify  basic maintenance tasks and report as required 
· The role holder will be expected to diagnose problems and propose a practical solutions. Requires concentration and attention to detail in making judgements based on the analysis of information and experience. Works within well-defined guidelines, may occasionally have to make on the spot decisions to solve a technical problem related to the role holders area of expertise sometimes under ‘live pressurised situations’.

	

	

	

	
	Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Customers receive a quality experience, internal customer liaison is an essential feature of the role, establishing relationships to understand requirements more effectively. An ability to manage the expectations of customers is also important
· All faults, issues and concerns are addressed and resolved in a timely and efficient manner
· All customers have access to the facility operator required
· Floor audits and Gemba Walks and  show full compliance with SHE regulations
· AI reports show relevant jobs logged and actioned
· All services on floor are maintained in good working order
· Compliance with all SLA’s
· Customers supported to carry out their business seamlessly
Competencies
· Excellent communicator. 
· Ability to multi task
· Pro-active approach
· Resilient
· Working with others
· Good listener
· Ability to prioritise 
· Excellent time management skills
· Excellent interpersonal skills.
· Attention to detail.
· Reliable and trustworthy 
· Ability to work on own initiative.
· Flexibility that is focused to delivering exceptional customer service.
· Can-do attitude.
· PTW issuer 
· FLT driver 

	

	

	
	Dimensions 
	

	
	Financial
	N/A
	

	
	Staff
	N/A
	

	
	Other
	
N/A

	

	

	
	Knowledge, skills and experience
· A high level of customer services / host experience in prestigious environments.
· Previous experience of providing similar service bundles via a multi-skilled workforce to blue chip organisations or within prestige environments with a strong focus on customer service. 
· Relevant training, qualifications and experience to deliver services in line with legislative and statutory requirements.
· Good understanding and experience of working in a mailroom/reprographic environment and using hotel principles to successfully deliver services
· Experience with focusing on individual customer requirements and care whilst meeting required service levels.
· Awareness of the need to provide services in a sensitive manner such as not to affect AZ’s business, reputation or share value.
· Ability to handle feedback in a calm, structured and professional manner.
· Attention to detail
· Ability to challenge ideas and opinions in sometimes confrontational situations
· Open minded to technological advances 

	

	

	
	Contextual or other information
This position will be a key part of a one team approach to providing a quality customer experience for the users of AZ buildings. The job description is designed to identify the specifics of the role it does not however limit the post holder to the specific tasks and responsibilities listed. The post holder is equally responsible for the satisfaction of the customers and must therefore ensure that the standards are delivered. This will mean that you undertake activities outside of the job description to ensure that the overall service is maintained. 

This job description is intended to give the post holder an appreciation of the role and the range of duties to be undertaken, It does not attempt to detail every activity and it may be changed from time to time to incorporate changing circumstances.  Specific tasks and objectives will be agreed with the post holder at regular intervals.



	

	

	

	Version
	1
	Date
	April 2020

	Document owner
	Heather Beaden



1/3  Facility Operator Job Description 
2/3 -Facility Operator Job Description
image5.png
V%
sodexo

QUALITY OF LIFE SERVICES





image6.png




image7.png
HUNGER

2





