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College/Division: ANU College of Asia and the Pacific
School/Centre: College Administration
Department/Unit: Facilities Services

Position Title: Facilities Services Officer
Classification: ANU Officer Grade 5 (Administration)
Position No: 36961

Responsible to: Facilities Services Manager
Number of positions that report to Nil

this role:

Delegation(s) Assigned: Nil

PURPOSE STATEMENT:

The ANU College of Asia and the Pacific (CAP) leads intellectual engagement with the Asia-Pacific region
through research, teaching and contributions to public debate, and seeks to set the international standard for
scholarship concerning the region.

Working together with the Central Facilities & Services Division, CAP Facilities Services aims to provide a
physical environment that supports CAP’s teaching and research goals through comprehensive facilities
management.

The Facilities Services Officer provides high quality services and expert advice on facilities management
matters to support the organisational and strategic needs of the College and the University. The Facilities

Services Officer works closely with the Facilities Services Manager supporting all facilities management
activities and capital works projects for the College.

KEY ACCOUNTABILITY AREAS:
Position Dimension & Relationships:

The Facilities Services Officer reports to the Facilities Services Manager, supporting the activities of CAP
Facilities Services team to provide effective and efficient high quality service to staff, students and visitors and
support all facilities management activities and capital works projects for the College. The Facilities Services
Officer also supports the Facilities Services Manager on a wide range of operational matters and provides a
crucial conduit between the College, ANU Central Facilities and Services (F&S) and other areas of the University.

Role Statement:

Under the broad direction of the Facilities Services Manager, the Facilities Services Officer will:

1. Perform day to day operations of all facilities activities, including room bookings and the College’s
capital/minor works projects

2. Liaise and follow up with Facilities & Services Division, project coordinators, external removal
companies, senior management and other College staff on matters relating to maintenance, office
moves/relocation, safety issues and building and refurbishment projects within the College network of
buildings

3. Assist the Facilities Services Manager to ensure staff and students of the College can undertake their
work in a well-maintained, secure, safe and clean environment.

4. Prioritise and enter online maintenance requests through the MAXIMO system and follow through until
work is completed. Check ledger reports to ensure MAXIMO charges are correct.

5. Liaise with ANU Security on Cardax and security matters

For assistance please contact HR Division Ph. 6125 3346
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6.

1.

10.

12.

13.

Day to day supervision and mentoring of junior team members, casuals and contractors, ensuring safe,
WHS-compliant work practices for these staff members and prioritising their work schedules.

Act as Building Custodian ensuring safety and emergency procedures are followed through. Identify
and report potential WHS issues.

Co-ordinate the Building Wardens with emergency evacuation procedures in the event of fire or security

threat. Liaising with ANU Security where appropriate and arrange annual fire drills for all college

buildings

Attend meetings in relation to building projects and WHS matters, providing advice and operational

information as required.

Responsible for own purchase card usage and clearances

Perform client service duties including:

o Arrange cutting and allocation of keys and access to Salto readers

o Arrange seminar room and lecture theatre bookings and any special requirements needed

o Issuing of college vehicles and recording of ANU vehicle licences. Liaising with Fleet Services to
ensure college vehicles services are up to date. Ensure log books are kept for each vehicle and
provide details for FBT purposes.

o Arrange for rubbish removal, secure disposal of confidential material and monitor cleanliness of
the building

Comply with all ANU policies and procedures and in particular those relating to work health and safety
and equal opportunity.

Other duties consistent with the classification of the position and in line with the principle of multi-
skilling

For assistance please contact HR Division Ph. 6125 3346
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SELECTION CRITERIA:

1. Trade Certificate and relevant work experience, or an equivalent combination of experience and training in

facilities services, WHS and project management in a customer facing, complex environment.

2. Well-developed organisational and project coordination skills, with a demonstrated ability to work
effectively either independently or collaboratively, to set priorities, meet multiple conflicting deadlines and

motivate and train team members.

3. Proven ability to offer independent decision-making and propose innovative solutions in line with strategic

priorities, use initiative and judgement.

4. High level of written, verbal and interpersonal communication skills, including the ability to consult, liaise
and develop positive working relationships with a diverse range of stakeholders and a high level of

commitment to customer service.

5. Demonstrated experience using computer packages, including MS Office suite and online data
management systems. Experience in using MAXIMO or similar maintenance system would be

advantageous.

6. A demonstrated understanding of equal opportunity principles and policies and a commitment to their

application in a university context

The ANU conducts background checks on potential employees, and employment in this position is conditional on
satisfactory results in accordance with the Background Checking Procedure which sets out the types of checks
required by each type of position.

References:

Professional Staff Classification Descriptors

For assistance please contact HR Division Ph. 6125 3346
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Position Details

College/Div/Centre ANU College of Asia and the Dept/School/Secti CAP Facilities Services
Pacific on
Position Title Facilities Services Officer Classification ANUO 5 (Admin)

Position No.

36961 Reference No.

In accordance with the Work Health and Safety Act 2011 (Cth) the University has a primary duty of care, so far as reasonably
practicable, to ensure the health and safety of all staff while they are at work in the University.

This form must be completed by the supervisor of the advertised position and appended to the back of the Position
Description.

This form is used to advise potential applicants of work environment and health and safety hazards prior to application.

Once an applicant has been selected for the position they must familiarise themselves with the University WHS Management
System via Handbook guidance https://services.anu.edu.au/human-resources/health-safety/whs-management-system-
handbook

The hazards identified below are of generic nature in relation to the position. It is not correlated directly to training required
for the specific staff to be engaged. Identification of individual WHS training needs must be in accordance with WHS Local
Training Plan and through the WHS induction programs and Performance Development Review Process.

‘Regular’ hazards identified below must be listed as ‘Essential’ in the Selection Criteria - see * Employment Medical
Procedures’ at http://info.anu.edu.au/Policies/_DHR/Procedures/Employment_Medical_Procedures.asp

Potential Hazards

e Please indicate whether the duties associated with appointment will result in exposure to any of the following potential
hazards, either as a regular or occasional part of the duties.

TASK regular occasional TASK regular occasional
key boarding X O laboratory work O O
lifting, manual handling X O work at heights O O
repetitive manual tasks O O work in confined spaces O O
Organizing events O O noise / vibration O O
fieldwork & travel O O electricity O O
driving a vehicle X O
NON-IONIZING RADIATION IONIZING RADIATION
solar O O gamma, x-rays
ultraviolet O O beta particles
infra red O O nuclear particles
laser O O
radio frequency O O
CHEMICALS BIOLOGICAL MATERIALS
hazardous substances O O microbiological materials O O
allergens O O potential biological allergens O O
cytotoxics O O laboratory animals or insects O O
mutagens/teratogens/ O O clinical specimens, including O O
carcinogens blood
pesticides / herbicides O O genetically-manipulated O O

specimens

immunisations O O
OTHER POTENTIAL HAZARDS (please specify):

For assistance please contact HR Division Ph. 6125 3346
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