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	Role 
	Facilities and IT Support Officer

	Reporting to
	Head of Business Support

	Salary & contract term
	£25,879 (pro rata) permanent 

	Hours
	Part-time – 22.5 hours per week

	Location
	Flexible in West Sussex Offices Shoreham, Worthing, Haywards Heath, Crawley, Horsham (with travel to other offices as required)

	Team overview
	To lead on day-to-day premises/facilities and IT matters across all CAWS offices using volunteers and other staff to support where possible

	Role Overview
	To provide support to the day-to-day operation of the business across premises and IT matters, supporting the HOBSO to implement and deliver a seamless day to day operation.  Whilst ‘high level’ IT knowledge is not required, this role will support with any small IT projects from design, communication and implementation through to preparation, delivery and collection of kit across the CAWS area.  
You will also investigate areas of concern at any premises and work to ensure these are made safe and where necessary contractors instructed to attend.  Additionally, you will lead on day-to-day Health and Safety matters and maintain the central records, liaising with colleagues and contracts where needed to ensure regular tasks are actioned and recorded. You will review current premises provisions and contracts to identify potential cost savings to the charity and ensure any changes are consulted and communicated with the team.  This is a hands-on role where an amount of doing is required along with the following policy and procedure combined with common sense is the order of the day

	Main responsibilities
	Key elements/Tasks
	

	Main tasks or accountabilities
	· Work with colleagues to ensure IT equipment is up to date, both physically and software updates and held in correct location for day-to-day use
· Maintain and update asset log
· Advise when new equipment is required along with options for charity purchase
· Identify sources where new kit may be ‘donated’ to us
· Work with the colleagues to identify where training would be beneficial in IT equipment and systems and support delivery of training
· Ensure premises are kept safe and meet H&S requirements
· Maintain H&S records and work with colleagues to deliver testing and knowledge sessions. Providing regular updates to the SLT around compliance testing for H&S matters
· Attend H&S meetings where required
· Ensure IT info kept up to date on intranet
· Maintain record of phones and review contracts and equipment held
· Seek to improve standards across IT and premises
· Ensure all relevant policies and procedures are updated, understood and followed 
· Maintain knowledge across IT and H&S
· Work with external providers and contractors
· Work with HOBSO and Finance to review contracts for IT/H&S and premises matters and support with contact to external suppliers to review and update services and costs
‘Supervision’
· Attend office meetings to share and update information and to be connected to front line delivery
· Support and develop trainees and new members through regular feedback and guidance
· Encourage teamwork and utilise all lines of communication between all members of staff, volunteers and trustees 
· Consider future volunteer support team with volunteers being based across the offices to work alongside this role  
· Work with existing ‘IT’ volunteers where appropriate

	Development and Planning
	· Identify and implement own training and development needs
· Identify the training needs of staff and volunteers through support and IT delivery
· Deliver training sessions in groups or one to one to raise knowledge and skills 


· Work with supervisors and office managers on any IT/premises matters
· Organise training activities/speakers as appropriate, with line managers and training team support and input

Planning and development
· Work with training teams to provide and deliver training plans for any new systems
· Participate in Citizens Advice initiatives as appropriate
· Support the development of staff and volunteers training plans 

	Other Duties & Responsibilities 
	· Carry out any other tasks which may be within the scope of the post to ensure the effective delivery and development of the service
· Ensure GDPR and information assurance is met 
· Abide by and monitor health and safety policy with regard to staff, equipment and premises within statutory requirements
· Support and actively engage in fundraising activities across Citizens Advice in West Sussex

	Administration
	· Maintain and monitor systems and complete reports/updates to the management team 
· Ensure that appropriate systems are developed and maintained for reporting and recording data
· Manage complaints and concerns in accordance with our policy
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	ATTRIBUTES 
	ESSENTIAL 
	DESIRABLE 
	SOURCE OF EVIDENCE 

	Qualifications			 
	
	Microsoft 365 package knowledge
Health and safety qualification/knowledge
Car owner and licence to transport kit as needed (business car insurance necessary)
	Application form 
 

	Knowledge 
	Understanding of equality and diversity 
	An understanding of continuous improvement
	Application form  
Interview 

	Skills 
	Methodical skills, able to follow processes and quickly learn a range of areas to support others in their job
Excellent IT skills across a range of applications to deliver and support others
Ability to prioritise own work and the work of others, meet deadlines and manage workload in a pressured environment whilst meeting targets and maintaining quality of work
Excellent communication skills and proven ability to give and receive feedback objectively and sensitively and a willingness to challenge constructively
	An understanding and ability to apply skills and knowledge and share with others, empathy and communication 








	Application form
Interview 

	Experience 
	Experience of working across a wide and varied team of staff and volunteers to deliver results
	
Microsoft 365 package knowledge


	Application form  
Interview 

	Values
	Ability to commit to, and work within, the aims, principles and policies of the Citizens Advice service including Equality diversity and inclusion 
Demonstrate a ‘Can do’ attitude and effective team player
	
	Application form 
Interview
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