[image: ]


Job Description 

	Job title
	Learning Spaces Operations Officer 

	Department
	Library

	Grade
	FA6




	Job purpose (a brief summary of the role)
	This role is part of a team ensuring the development and management Library spaces and buildings to ensure and appropriate and safe learning and research environment for staff and students. The role ensures the facilities and accommodation (staff and student / public space) are appropriate for the needs of the Library service and accessible in accordance with advertised service hours.  
This role creates and champions positive Health & Safety culture, taking responsibility and ensuring good Health & Safety practice is adopted, with appropriate compliance throughout the Library service, facilities, and accommodation. This role supports the Library Operations Senior Project Manager in terms of minor works and building projects, to ensure the needs of customers are considered during the planning of improvement projects, particularly where these have potential to cause disruption to the student experience.




	Duties and responsibilities
	1.  Service Delivery and Development
· Manage the physical buildings, infrastructure, and contents, to ensure that overall good standards are maintained, and any legislative requirements are met.
· To work across Library sites, monitoring security and access management policies and arrangements to ensure the study environment is maintained in accordance with customer needs and library policies. 
· Support and where appropriate project manage space redeployment, space returns and refurbishment projects, acquiring furniture and equipment (including Library owned IT equipment) for public and staff workspaces for all Library sites and facilities, liaising with outside contractors and Estates personnel as appropriate
· Actively manage and record the library’s assets (including new acquisitions and disposals) in all Library facilities, arranging maintenance contracts for Library equipment and replacement of equipment (including Library owned IT equipment), fixtures & fittings, furniture, etc. in line with University financial and purchasing regulations. 
· Ensure the maintenance, repair and cleaning of the Library facilities are appropriate and meet the needs of the Library and services through liaison with the Estates Office. 
· Ensure the signage in the Library buildings/facilities and externally meets the required standards and is up to date.
· To work closely with other Library managers and teams in the delivery of project work, leading on specific facilities related projects to develop customer service excellence across the Library service.

2. Space, Facilities Accommodation 
· To provide advice and guidance to the library’s senior management team on future provision (space/facilities/accommodation) based on the needs of the service and any legislative requirements, to ensure that adequate facilities are provided to users. 
· Contributing to the formulation of funding bids, Minor & Small Works projects and project planning as necessary. Produce floor plans and alternative layouts in support of proposals as required.
· Achieve best value in procuring goods or services in line with University requirements, monitoring and reporting on financial activity and performance as required.

3. Health and Safety responsibilities 
· To take responsibility for and champion good Health & Safety practices creating a positive Health & Safety culture. Develop practices and operational procedures to ensure the Library facilities are appropriate and support delivery of Library services and operations and comply with required legislation.  
· To oversee the Library’s Risk Assessment programme ensuring Library tasks and environment issues are risk assessed as necessary/planned in line with University guidelines.
· To develop and manage a Health & Safety training programme (to include induction training of new staff and refresher training) for Library staff, both permanent and temporary.

4. Staff Management Responsibilities
· To lead and manage the Learning Spaces team, including HR matters including the recruitment, performance review, discipline and any appropriate training and staff development to ensure staff are equipped to deliver appropriate high-quality services. 
· To act as first contact for the Library’s external contracted staff management team, including liaison with the framework provider and determining monthly key performance indicators.

5. Other Duties
· To analyse data and management information relating to Library buildings and facilities, for performance management purposes and/or to inform decision making on space and facilities management.
· To undertake continuous personal and professional development.  To maintain awareness of developments in the wider environment and develop new skills to work imaginatively to improve Library services for the Warwick community.

As required, to undertake any other duties commensurate with the post.






	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	Good first degree and/or relevant experience  [E] 
	A
	E2
	Achieved or working towards a certificate/award in the management of Health & Safety (e.g. NEBOSH or IOSH) [E] 

	A
	E3
	Recent relevant experience ideally in a service environment or HE sector (involving facilities management, building/office management with responsibility for general health & safety). [E] 
	A,C & D
	E4
	Previous project management experience and/or ability to take responsibility for organising larger projects/work areas. [E]
	A,C & D

	E5
	Effective staff management skills with the ability to lead a team.  [E] 
	A,C & D
	E6
	Excellent communication and interpersonal skills, able to work with staff and students at all levels and to persuade and influence. [E] 
	A,C & D
	E7
	Excellent planning and organisational skills, able to manage competing priorities and deadlines effectively. [E] 
	A,C & D
	E8
	Strong negotiating skills when dealing with outside suppliers and building contractors. [E] 
	A,C & D
	E9
	Thorough knowledge and understanding of health and safety legislation and the importance of a safety culture. Experience in monitoring and ensuring compliance to health & safety legislation.   [E] 
	A & C
	E10
	Strong analytical, problem-solving, and decision-making skills, with motivation to succeed. [E] 
	A,C & D
	E11
	Proficient IT skills with good working knowledge of word processing, spreadsheets, presentation software, internet and familiarity with databases. [E]
	A,C & D
	E12
	Innovative, able to work on own initiative to develop the learning spaces, facilities management service and operation. [E] 
	A,C & D
	E12
	
	Choose an item.
	E13
	
	Choose an item.
	E14
	
	Choose an item.
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Achieved or working towards a recognised facilities management qualification, e.g. British Institute of Facilities Management or award/certificate or diploma in facilities management or membership of a facilities management professional body [D]
	A
	D2
	Previous project management experience and/or ability to take responsibility for organising larger projects/work areas. [D] 
	A & C
	D3
	Knowledge of CAD/CAM or other software products for space planning. [D]
	A
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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