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	 Job Title
	 Facilities Assistant


	 Grade
	 Grade 2

	 Starting salary
	 £28,250 (pro rata)


	 Employment type
	 Permanent, Part time (0.2 FTE)

	 Directorate
	 Corporate Services & Accounts

	 Department
	 Facilities

	 Location
	 Edinburgh 


Information about the role
The purpose of this role is to support the effective day-to-day operation of office and building services. The postholder will provide administrative, reception and facilities support, helping to maintain a safe, secure and well-organised working environment while responding promptly and accurately to operational needs.
The post is part time, working seven hours each week (0.2 FTE). 
Main duties and responsibilities
Mail, document management and administration
· Open, scan, register, distribute and archive incoming and outgoing correspondence, including recorded deliveries and parcels
· Monitor and action shared inboxes, responding to enquiries and directing correspondence appropriately
· Prepare, copy, scan and manage documents, including sensitive and time-critical information
· Process purchase orders, invoices and other routine administrative records
· Maintain records management and document retention processes.
Reception and customer service
· Act as the first point of contact for visitors, contractors and staff
· Provide a reception service, including issuing passes, checking identification and maintaining visitor records
· Provide switchboard and general customer service support, as required.
Facilities operations
· Support the day-to-day operation of building and office services
· Assist with the delivery and distribution of supplies, equipment and resources throughout the building
· Complete facilities requests received by email or telephone, providing updates and ensuring timely resolution
· Support housekeeping activities, including stock replenishment, recycling, waste management and routine maintenance tasks.
Building security and safety
· Assist with opening and closing procedures, including alarms, security checks and preparing the building for occupancy
· Monitor building security and report defects, security breaches and health and safety concerns
· Support fire safety arrangements, including routine checks, drills and evacuations, where required
· Monitor contractor and cleaning activities, escalating issues as appropriate
· Assist in maintaining a safe, secure and well-managed working environment for staff and visitors.
General
· Undertake other duties appropriate to the role in support of Facilities operations.
Person specification
You will be asked in your personal statement to provide evidence as to how you meet the essential and desirable criteria listed below:
Essential criteria
· Good organisational skills and attention to detail 
· Ability to communicate professionally with staff, visitors and external contacts 
· Ability to carry out routine administrative tasks, including email, record keeping and document handling 
· Ability to follow security, confidentiality and health and safety procedures 
· Ability to work reliably as part of a team and on own initiative 
· Ability to undertake the practical/manual aspects of the role.
Desirable criteria
· Previous experience in a facilities, reception or office support role
· Experience of mail handling, scanning and records administration
· Customer service experience
· Knowledge of basic health and safety, fire safety or building security procedures.
Criminal record check
For this post we require a Basic Disclosure Scotland check. For more information about types of criminal record checks in Scotland, visit Types of disclosure - MyGov.Scot.
Qualifications
Applicants must hold a minimum of three National Qualifications (or equivalent) one in English and another subject demonstrating numerical ability, such as Mathematics, Accounting & Finance, Bookkeeping, Statistics, Physics or Science. For National 5 and Standard Grades, grades 1-3 are required. For Ordinary Grades, grades A-C (1-3) are required. Equivalent qualifications will be considered. Relevant work experience demonstrating equivalent skills and knowledge may also be accepted.
Competencies required
In addition to the essential and desirable criteria above, the following competencies are also required for the role.
Self-awareness
· Responsible for personal behaviour and accountable for own actions, health and wellbeing
· Aware of personal strengths, takes pride and responsibility for performance at work and responsive to constructive feedback
· Adaptable, contributes to and embraces new ways of doing things, seeking the support of others when needed
· Identifies personal development needs and actively manages own Personal Learning Plan.
Teamwork  
· Knows and understands the contribution the team makes to SLAB’s performance and Operational Plans
· Can be relied on to deliver agreed personal objectives and aware of how their work connects with the work of others
· Builds networks and maintains good working relationships with colleagues, valuing their diversity and contribution, and open to different points of view 
· Contributes views, ideas and experience to improve the team’s performance, offering and/or seeking practical help when necessary.
Customer service  
· Knows and understands internal and external customers and how their role fits into SLAB and the wider public sector
· Understands customer needs and expectations, and responds in a helpful and professional way
· Builds positive working relationships with customers, works to agreed time scales and standards of quality
· Takes responsibility to review and improve customer service, listening to and acting on feedback.
Information management  
· Uses a range of corporate systems and is aware of security and organisational procedures
· Accesses, manages, stores and retrieves information through effective use of SLAB Information Systems
· Shares and presents information of all kinds in an appropriate format accurately and on time.
Communications and engagement  
· Contributes views, ideas and experience, identifying appropriate methods of communication and target audience
· Identifies and sources information to produce accurate numeric work and concise, well-structured written work using SLAB guidance
· Verbal communication is confident, contributing ideas clearly and concisely
· Inquisitive and actively listens, responding appropriately and using clarifying questions to test understanding.
Starting salary
This job is Grade 2 within SLAB, which currently has a starting salary of £28,250 (pro rata). The current maximum of the Grade 2 scale is £30,780 (pro rata), payable after five years, assuming standard progression through the grade. Progression is subject to satisfactory performance. 
These figures are based on SLAB’s current pay position which covers a two year pay period from 1 April 2025. Any future salary increases after 31 March 2027, either because of pay progression within Grade 2 or other increases to salary points, are subject to Public Sector Pay Policy, Scottish Government approval of an affordable pay remit, SLAB’s negotiations with the Union on pay reviews and SLAB’s pay policy.
[bookmark: _Working_pattern]Working pattern
The post is part time, working seven hours each week (0.2 FTE). 
There may be opportunities to work additional hours, which will be paid as overtime, dependent on business needs, service demand and staffing requirements. Additional hours are not guaranteed but will be offered where available and appropriate.
Other information
The permanent place of work is located at: 
Thistle House, 91 Haymarket Terrace, Edinburgh, EH12 5HE. 
This role is based full-time at Thistle House, reflecting the operational and customer-facing nature of the position. Accordingly, hybrid or homeworking is not available for this post.
If you wish to learn more about us and our direct services, please visit our website.
Please note that this information is provided for guidance only and does not form part of the conditions of employment.

Scottish Legal Aid Board - PS and JD for applicants                			                                 2
image1.jpeg
[ ®
e
Scottish
Legal
Aid
Board





