
Facilities Coordinator

Job Description

Terms:

Job Title: Facilities Coordinator

Employed by: Makespace Oxford CIC

Salary: £28 - 30,000 per annum (pro rata)

Starting date: as soon as possible

Contract: Fixed term 1 year (with possibility of extension)

Hours: 4 or 5 days a week (30 - 37.5 hours)

Holiday: 25 days + bank holidays pro rata

Pension: Statutory (3%) employer contribution to the People’s Pension

Role Description:

Role scope:

Makespace Oxford is in the final 3 months of a 1.5 year contract called ‘Meanwhile in Oxfordshire’ and we
need to deliver on a number of renovation and interior design projects by the end of June and July. We are
looking to replace a key member of the Building Delivery Team with an enthusiastic and self motivated
individual with good building and renovation management skills.

The first phase of employment will have a heavy focus on the delivery of the renovation and fit out projects.
Once the Meanwhile in Oxfordshire programme is complete the role will settle into a more traditional
facilities management role with a focus on delivering a brilliant service to our residents, keeping everyone
safe, happy and thriving.

The successful candidate will be excited about this unique opportunity to contribute to a major
initiative. They will be a team player and an enthusiastic collaborator, with experience managing and
delivering small (or big) renovation projects,  have some facilities or buildings management experience
and be keen to use their skills to bring unloved buildings back to life and then nurture those and their
residentsas they settle in.



Responsibilities:

Coordinating refurbishment and maintenance work
● Working with the Buildings Delivery Team and sub/contractors to coordinate refurbishments and

fit-outs of new buildings through the Meanwhile in Oxfordshire programme. This will involve

translating the work of the designer into an executable action plan and managing the application

of that plan. Work will include recruiting painters and decorators, landscapers, handy people etc

as well as ordering materials and products to ensure the smooth running of the fit-out programme

across a number of buildings.

● Managing maintenance and refurbishment budgets and working with our bookkeeper to keep

records of all building expenses.

● Management of ongoing or small scale building maintenance and repairs to existing buildings,

including commissioning and managing contractors or undertaking DIY work where capable and

safe to do so.

●Maintaining and setting up systems for facilities/buildings management.

Facilities management of Makespace Oxford’s portfolio of buildings:

● Working with your fellow Facilities Coordinator to address the hard and soft services of facilities
management.

●Making sure that our residents’’ requests are being fielded and responded to in a proactive and timely
manner.

●Conducting building inductions.

● Maintaining and implementing building Health & Safety and fire control policies and procedures

and risk assessments, including regular PAT testing processes.

● Maintain building Covid safety (e.g. Track and Trace processes, sanitation etc.)

● Managing utilities (water, gas, electric, internet etc.), services and supplies for buildings.

including ensuring timely processing and payment of bills.

● Manage keys and access to buildings including records of key holders and key cutting.

● Manage parking space allocation and use where applicable.

● Manage maintenance of outdoor spaces / gardens, where applicable, including contracting

gardeners or supporting occupiers to maintain these spaces.

● Conduct weekly/monthly fire alarm, fire drill and emergency lights tests.

● Manage security alarm and contracts, including being willing to be on call in an emergency.

● Manage cleaning contracts and liaise with cleaning staff.

● Ordering and keeping consumable supplies stocked.

Relationships:
● Working closely with the other Facilities Coordinator, Community Coordinators and contractors.
● Participation in working group meetings with a buildings focus
● Reporting to Buildings Delivery Manager
● Line-management by Operations Director

Other duties
● Maintain communication and report progress using agreed project management and



communication tools e.g. Slack, Google Drive, Salesforce
● Attending meetings including monthly board meetings, team /working group meetings and any

meetings relating to line-management or pastoral support.

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the
post holder. This is not an exhaustive list of all tasks that may fall to the post holder and employees will
be expected to carry out such other reasonable duties which may be required from time to time.

Person Specification

Criteria Essential Desirable

1. Knowledge
& experience

● Facilities management experience
● Technical knowledge of building services
and utilities
● Experience project managing renovation or
maintenance projects or similar field and
commissioning contractors.
● Knowledge of Health & Safety, fire control
and other relevant protocols and processes
related to building management
● Experience of financial management of
projects including budget monitoring
● Ability to travel across Oxfordshire to a
number of our sites.

● Have knowledge of
or contacts of trusted
construction companies or
tradespeople
● Knowledge of towns
or villages in
Oxfordshire
district authorities
● Knowledge of, or
experience working with or
in either social enterprises,
community groups,
creatives and/or
not-for-profits
● Familiar with the
concept of meanwhile
space and or community
assets



2. Skills and
abilities

● Customer and client management skills

● Excellent time and project management skills
● Willingness to travel to different locations
across the county (using public transport or own
transport) and to be on call in a building
emergency
● Good computer skills with experience of
using Excel spreadsheets, Microsoft word and
cloud-based systems such as Google Drive.

● Relevant training or
qualification e.g
foundation degree, HND or
degree in facilities
management and/or
qualification from British
Institute of Facilities
Management (BIFM) or
Institute of Leadership &
Management (ILM)
● Basic practical skills in
DIY or relevant trade e.g.
carpentry, plumbing
● Excellent written and
verbal communication
skills

3. Attitudes A commitment to values and identification
or comfort with our ways of working:
● Progressive: A belief in collective action and
having a passion for social enterprise and
community-led development as a tool for social
and environmental systems change locally,
nationally and globally, with a focus on
inequality, the climate emergency and
homelessness.
● Ethical: Making decisions about how we
work together and use resources based on
sustainability and our respect for the
environment; Being committed to equality and
addressing and increasing inclusion of
under-represented groups in our spaces.
● Cooperative: Listening and taking a
collaborative and compassionate team
working approach and having an interest in or
willingness to work in less hierarchical,
self-managing structures.
● Agile: Flexible, comfortable working
autonomously and willing to ‘hit the ground
running’; Dynamic, excited by problem
solving, noticing what needs doing and
taking own initiative.


