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	Position Details

	Job Title:
	
	Document Code:
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	Business Unit:
	
	Position Type:
	Full time
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	Job Title:
	Facilities Coordinator



	Department/ Business Unit:
	Commercial/Legal/Facilities
	Reports to:
	Facilities Manager

	[bookmark: _Hlk54604566][bookmark: _Hlk54693337]Job Purpose

	· To coordinate the repair, service and maintenance of all Device Technologies Australia including Group companies’ premises.
· To oversee the security and site access for Device Technologies premises.
· Act as the first point of contact for all internal and external customer inquiries related to facilities management.

	[bookmark: _Hlk54604753]Reporting/Working Relationships

	· Facilities Manager

	Key Responsibilities

	· Receives, manages, and processes building service requests; ensures problems are resolved quickly.
· Obtain contractor quotes for building repairs and service.
· Coordinate, escort and supervise contractors. 
· Ensure all relevant licenses, certificates, permits are updated and kept on file for all trades working within DTA premises.
· Liaising with landlords/agents for access and repairs to base building equipment.
· Office furniture repairs, new requests & moving of furnishings. 
· Test and tag equipment in the NSW office, manage testing and tagging of interstate locations.
·  Liase with DT WH&S team on WH&S issues relating to building maintenance activity are raised and resolved.
· Manage company van bookings and vehicle maintenance including registration, servicing and repairs.
· Ensure equipment register is maintained and updated; 
· Creation of building services related purchase orders.
· Order and maintain grocery levels at.Belrose office
· Support the management of Device security and camera system including afterhours call outs.
· Travel may be required to our other facilities.
· Maintain a safe working environment and proactively identify and deal with issues.
· Draft and implement preventive maintenance schedules for buildings and equipment.
· Ensures safety standards are adhered to throughout facility.
· Participates in emergency preparedness planning team.
· General handy man duties, 
· Regular site walk through and audit.
· Engaged in strategic Facilities Management initiatives as required, 
· Provide support for the Facilities Manager across FM requirements
· Perform any other duties as required which may include physical activities.

	Quality and Safety Requirements and Responsibilities

	· Comply with Quality System requirements;
· Take reasonable care for your own health and safety and do not negatively affect the health and safety of others. Comply with any instructions and follow any policy, procedure or work instruction relating to health and safety at the workplace that has been notified to you;
· To ensure compliance with applicable legislation, customer requirements and given the exposure risk to the business, it is a requirement of this role that you maintain any appropriate vaccinations and background checks as appropriate. 
· Conduct all activities and duties as part of this role in full accordance with company policies, procedures, and values.
·  

	Selection Criteria

	Essential
· Understanding of Device Technologies policies and procedures including any vaccination and background checks in line with your role and responsibilities.
· General Handyman skills;
· Valid drivers license
· Can do attitude;
· Ability to work autonomously and also as part of a team;
· Ability to create and follow written processes.
· Excellent verbal and written communication skills.
· Proficient in Microsoft Office Suite or related software necessary to create and maintain reports and logs.
· Excellent organizational skills and attention to detail.

Desirable
Previous experience in a similar role.
Test and Tag license
First Aid certificate
Experience with SAP
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