Facili&es Assistant
Na&onal Botanic Garden of Wales
The Na'onal Botanic Garden of Wales is a charity dedicated to plant conserva'on and research, with
a thriving educa'on department. The Garden is also one of the leading visitor des'na'ons in Wales,
with a rapidly growing number of leisure visitors. Find out more by exploring our website hAp://
www.gardenofwales.org.uk/.
As Maintenance Assistant you will be a key member of a small and experienced maintenance team.
You will have responsibility for ensuring the facili'es standards and opera'onal ac'vi'es meet the
demanding needs of this lean and lively organisa'on.
This is both a hands-on role which involves con'nuing to develop and implement organisa'onal
systems, policies, procedures and opera'onal performance within 'ght resource constraints.
You are likely to have both background and prac'cal qualiﬁca'ons in trade-skills, with evidence of
excellent numeracy and literacy.
A proven track record in the theory and prac'ce of facili'es management is essen'al. Analy'cal and
proven organisa'onal ability, with ability to mul'-task and priori'se your own 'me and that of
others is therefore essen'al. Together with generally strong IT skills, you will be conﬁdent in using
diverse soLware packages and data management systems.
As a good communicator both interpersonally and in wri'ng, you will be a competent people
manager, who is able to manage, and mo'vate a small team and to inﬂuence others.
Fluency and conﬁdence in wriAen and spoken Welsh will be an advantage. In addi'on, an interest
and enthusiasm for the core mission purposes and objec'ves of the Na'onal Botanic Garden of
Wales and of sustainability is highly desirable.
OUTLINE DETAILS OF APPOINTMENT
This is a full-'me permanent posi'on star'ng from the soonest date which can be arranged. Hours
of work are 37.5 on any ﬁve days out of seven as required to ensure team cover, with ﬂexibility to
ensure a smooth opera'on across the 568-acre site. Weekend work is expected on a rota basis.
The salary is up to £25k per annum according to qualiﬁca'ons and experience.
Please explore our website for further informa'on.
Applica'ons, in the form of cover leAer and CV clearly showing how you meet the criteria should be
sent, preferably as electronic copy, to Dennis.CaAell@gardenofwales.org.uk by Friday 27 November
2020.
However, we reserve the right close the recruitment early and make an appointment before the
closing date.
The contact details for two referees should also be provided.
Interviews will be scheduled at the earliest opportunity.
THE ROLE
The role has responsibility for ensuring the facili'es standards and opera'onal ac'vi'es fully meet
the demanding and diverse needs of a leading visitor aArac'on, world class research organisa'on
and a botanic garden that is host to some of the rarest plants in the world.

THE TEAM
The team includes a Head of Opera'ons and Facili'es, a qualiﬁed Senior Engineer, a full-'me general
maintenance staﬀ team member, and one further 60% FTE general team member.
NATIONAL BOTANIC GARDEN OF WALES
JOB DESCRIPTION
Post Title Facili'es Assistant
Grade - Assistant
Department Facili'es and Opera'ons
Reports to Head of Opera'ons and Facili'es
OUTLINE PURPOSE OF THE ROLE
This role has responsibility for ensuring the facili'es standards and opera'onal ac'vi'es meet the
demanding and diverse needs of a leading visitor aArac'on, world class research organisa'on and a
botanic garden that is host to some of the rarest plants in the world.
It includes responsibility for organisa'onal systems and processes, as well as monitoring and
repor'ng extending to buildings and other capital assets, service and supply contracts and tenders,
security arrangements, and related statutory and health and safety requirements. As a highly handson role it supports a small and experienced facili'es team as well as interac'ng extensively with
others internal and external to the organisa'on.
A. GENERAL RESPONSIBILITIES
1.

Contribute to the strategic direc'on, objec'ves, ambi'on, and success of the organisa'on.

2.

Plan and deliver facili'es and opera'onal services and systems that meet the needs,
resources, and performance indicators of the organisa'on. Develop and implement a
forward-looking planned maintenance strategy.

3.

Assist in devising and implemen'ng policies and processes to ensure all facili'es and
equipment are ﬁt-for-purpose.

4.

Manage facili'es maintenance and support services in line with organisa'onal needs and
statutory requirements, ensuring day-to-day implementa'on, monitoring and repor'ng is in
place to achieve agreed standards and objec'ves.

5.

Assist in managing external facili'es-related contracts and agreements as required. Assist to
procure services and supplies in accordance with the Garden’s ﬁnancial procedures as well as
with regard to best prac'ce, whole-life value-for-money, and sustainability objec'ves. Ensure
contract terms are diligently nego'ated and met.

6.

Assist Head of Opera'ons to manage and review organisa'onal health and safety. This
includes making any statutory returns as well as developing processes for iden'ﬁca'on,
assessment, monitoring, and repor'ng of risks. Working with all departments is an essen'al
component of this, to ensure site-wide compliance.

7.

In respect par'cularly (but not exclusively) of facili'es and opera'ons, assist in the
development and implementa'on of con'ngency planning and disaster recovery
arrangements. In liaison with the Head of Opera'ons and other senior staﬀ keep the Risk
Register under ac've review.

8.

Act as stand in to lead and manage the Facili'es team for holiday cover. This includes, but is
not limited to, guiding, training, and suppor'ng the team so that individually and collec'vely
members are clear of their objec'ves and are mo'vated to best meet the organisa'onal
needs.

9.

Work collabora'vely and eﬀec'vely with colleagues across the organisa'on, providing a
facili'es and opera'ons service that meets or exceeds targets and expecta'ons for a growing
and ambi'ous organisa'on, and builds on the exis'ng reputa'on for reliability and
dependability.

10.

Work closely with others to meet opera'onal needs, in rela'on to events and the forward
planning and successful delivery of major events.

11.

Assist in coordina'ng arrangements for training in rela'on to facili'es, opera'ons, and
health and safety. Support other managers in developing or implemen'ng health and safety
and facili'es related training or protocols in their areas of responsibility.

12.

Assist in developing and implemen'ng high standards of record keeping and monitoring that
are widely understood, accessible to those who need to share them, and provide a sound
basis for monitoring, review, evalua'on, and repor'ng.

13.

Conduct facili'es/opera'ons audits of agreed facili'es deliverables, services, organisa'on
and standards are being met and provide reports to others as necessary.

14.

Proac'vely work towards improving standards and delivering best prac'ce across the
organisa'on.

15.

Represent the Garden with key or speciﬁc visitors and/or when requested at external events.

B. SPECIFIC DUTIES
16.

Organise and manage environment and waste arrangements, eﬃciently and in line with
Garden and any statutory requirements.

17.

Achieve appropriate environmental exemplar standards for the organisa'on.

18.

Manage maintenance of the Garden’s vehicle ﬂeet and liaise with other departments to
ensure appropriate systems, insurance, compliance standards and licensing are in place for
safe opera'on.

19.

Conduct health and safety induc'ons and refresher training for new and exis'ng staﬀ,
volunteers and trustees.

20.

Manage ﬁrst aid training, maintain register of ﬁrst aiders and conduct accident and near miss
inves'ga'ons on site.

21.

Assist in ensuring compliance on site is maintained at all 'mes.

PERSON SPECIFICATION
Speciﬁed below are the criteria considered necessary to fulﬁl the role.
This informa'on is made openly available to applicants and will form the basis for the recruitment
and selec'on process.
Only those applicants who meet these criteria adequately will be considered.

Essen&al Criteria
1

Proven performance in a facili'es management role: 5 years

2

Good level of educa'on.

3

Proven organisa'onal skills with keen aAen'on to detail.

4

Excellent numeracy, keyboard skills, and IT capability.
informa'on, to interpret and report on trends and results.

5

6
7

8

Able to manipulate data and

Excellent and well-developed personal communica'on skills including oral ar'culacy, ﬂuent
wriAen style, presenta'onal conﬁdence.
Skilled in the use of MicrosoL Oﬃce packages, especially Excel and with Sage bookkeeping
soLware.
Track record of working to a high level of individual responsibility and accountability.
Genuine passion for the mission and purpose of the Botanic Garden and enthusiasm for
contribu'ng to its success, team spirit, reputa'on, and ethos.
Desirable Criteria

9
10

Fluency in wriAen and spoken Welsh, as well as commitment to the people, language, and
culture of Wales.

