Facilities Assistant

Wallacespace provides brighterthinking spaces for off-site meetings, training, workshops and
events. Foundedin 2002, we now have 4 beautiful buildingsin CentralLondon, eachwelcoming
up to 200 clients per day. The success of our businessis rootedin the strongrelationships we
have with our clients. Beyond the spaceswe offer,we aimto delight with our can-do attitude and
proactive service. Everyone who works at wallacespace shares this objective; ourwhole beingis
client centric.

About the Facilities Assistant role

You will be the go-to person forall cleaningissues, always keeping our spaces tidy. You will
work closely with the other Facilities Assistants, take direction from the Building Services Co-
ordinators & Centre Managers, andreportinto the Head of Facilities &IT.

About you

We’re looking foran individualwho is proven experienceina Facilitiesrole, is creative but
logical, meticulousandin addition displays the following qualities;

Personable & presentable

Positive: can-do & do-do attitude

Friendly & approachable

Ability & willingnessto pitchin

Commonsense

Ability to think on your feet to solve issues & improve how the spaces look
Greateyefordetail & verywell organised

Good standard of written & verbal English

We love people who neveruse the words ’it’s not my job’. If this is you, come and work for one of
the leading brands in venues and conferencing.

About the role
Creatingand upholding high standards of service

e Takingownership of your building and keepingit lookingits best forclients.

e Keepinganeye out for how to improve the building whilst keepingiton brand. l.e.
suggesting new cushion covers.

Washing, dusting, polishing, vacuuming & sweeping.

Keeneye fordetail.

Laundry & a minimalamount of ironing.

Looking afterourflowers & plants.

Ensuring our rooms are set up correctly & presentable every morning

Happy to get stuckin to fixing things, replacing light bulbs, painting touch ups etc

Keepingthe building stocked with toiletries, laundry products, light bulbs etc.
e Monitoring stock levels
Communicationwith external providers

e Supervisingour cleaners



e Settingup periodicalcleaning
Health & Safety

e Supportingthe Building Service Co-ordinatorwithensuring the building is compliant.
e Ensuring COSHH regulations are metinyour building

Facilities
e Supportingwith facilities administration forthe building when require
Desirable skills:

o Fixing, painting, electrics etc
e IOSH

What we offer

o Freelunch.Atwallacespace ourfoodnotonly tastes great, it is designedto help our
clients stay focused + more productive, so we’d be missinga trick if we didn’t share it
with our teams.

e Bonusscheme

e Lifeassurance andpensionscheme

e Accesstotravelloans,childcare vouchers+ cycle towork scheme

In addition to some great day to day benefits Facilities Assistant

e f20k- £22kperannum (dependingon experience)
e 33days holiday (incl bank hols)

We welcome applicants from allbackgrounds. However,in line with the Asylum & Immigration
Act we do require that you must be eligible to live & work in the UK.



