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Job description  
Department:
Estates and Facilities Management


Location:
Exion 27


Job title:
Accommodation Planning Assistant


Post number:
ES5022


Grade:
4


Responsible to:
Accommodation Planning Officer



The Accommodation Planning Officer is responsible for day-to-day management and development of the Accommodation Planning Assistant in consultation with the Senior Accommodation Planning Officer who has overall responsibility for management of the section
Main areas of

responsibility:

1. To be responsible for the organisation, compilation and co-ordination of the production of pooled classroom master timetables for all sites, and all day to day pooled classroom bookings for schools, departments and units, using the computerised room booking software (Facility CMIS). To initiate, organise and chair related meetings. To compile and provide data on bookings from the system as required.


2.
To support the Accommodation Planning Officer and to liaise with the appropriate internal staff and with external bodies regarding the further development and progress of the Facility CMIS system in relation to the Bookings Service (room allocation).

3.
To initiate, organise and carry out regular audits of pooled classrooms and committee rooms and to liaise with relevant parties to ensure they are maintained to a high standard.

4. To assist and support the Accommodation Planning Officers in relation to specific administrative functions appertaining to accommodation planning. 

Specific 

responsibilities:


1.
To be responsible for the organisation, compilation and co-ordination of the production of pooled classroom master timetables for all sites, and all day to day pooled room bookings for schools, departments and units using the computerised room booking software (Facility CMIS). To initiate, organise and chair related meetings.  To compile and provide data on bookings from the system as required.

1.1 To organise and compile the pooled classroom master timetables or all campuses:

· To initiate, organise and chair timetable surgeries with relevant academic and associated administrative staff (school timetable representatives) with regard to the annual timetabling process and the allocation of space in pooled classrooms. 

· To liaise and advise relevant academic staff (school timetable representatives) and associated administrative staff regarding pooled classroom requests and space allocations; to respond to major course timetable changes, and associated problems.  

· To ensure the pooled classroom master timetable data is entered on the computerised booking system, ensuring demand for pooled classroom space is met, with the aid of Facility CMIS.

· To provide, from the Facility CMIS software, data requested by the timetable representatives to assist in the planning of course timetables.


1.2
To respond to and process, on a day to day basis, written, telephone and personal enquiries from academic and administration staff regarding the booking of pooled classrooms and committee rooms, using the Facility CMIS system.

1.3 
To liaise with Academic Services regarding the provision of pooled classroom accommodation for main examination periods.


1.4
To liaise with Conference Office regarding external bookings.

1.5
To provide data on bookings from Facility CMIS:

· To provide on a regular basis, from the Facility CMIS system, information about teaching activities and events to internal service departments ensuring all information is accurate and up-to-date.

· To produce door timetables for all pooled classrooms from the Facility CMIS system, and to update and replace as required.
· To ensure accurate and up-to-date information on bookings is supplied on request, using the Facility CMIS system to enable the efficient running of the service.

· To provide computerised reports and graphical data on bookings as requested by the Accommodation Planning Officers.

2. To Support the Accommodation Planning Officer and to liaise with the appropriate internal staff and with external bodies regarding the further development and progress of the Facility CMIS system in relation to the Bookings Service (room allocation).

2.1 To attend Facility CMIS courses in order to have a thorough understanding and up-to-date knowledge of the room bookings software facilities associated with the Central Bookings Service, to ensure a comprehensive service and associated data provision.

2.2 To provide assistance to the Accommodation Planning Officer in the development, trouble-shooting and training associated with the room booking element of the system.

3. To initiate, organise and carry out regular audits of pooled classrooms and committee rooms to ensure they are maintained to a high standard.
3.1 To regularly inspect pooled classrooms and committee rooms and to respond to any complaints raised by users.

3.2 To liaise with relevant colleagues within the department of Estate and Facilities Management, to ensure the rooms are maintained to a high standard and appropriately laid out and equipped, with particular emphasis on the period prior to the commencement of each session, term and semester. 

3.3 To liaise with site Media Services staff on any issues relating to audio visual and Information Services technical facilities provided in classrooms arising out of the campus visits or referred to by room users.

4. To assist and support the Accommodation Planning Officers in relation to specific administrative functions appertaining to accommodation planning. 

4.1 To help maintain the accommodation database and other data appertaining to the estate on PLANON. As directed to liaise with the appropriate colleagues in the department of Estate & Facilities Management and with schools, departments and units as necessary to ensure the data is accurate and up-to-date. To produce, on an annual basis, site accommodation booklets for departmental use.

4.2 To assist with utilisation surveys and the inputting of the utilisation results. To follow up with schools the results relating to non-use of booked space in pooled classrooms and, with the aid of Facility CMIS, to provide the Accommodation Planning Officers with data and graphical reports to assist in the analysis of the results. 
4.3 To assist the Accommodation Planning Officers in planning for the re-organisation of existing pooled classrooms and committee rooms; or the provision of new or replacement classrooms as part of major accommodation projects. 

4.4 Subject to the availability of funding, in liaison with the Accommodation Planning Officers to make proposals for the procurement of replacement of pooled classroom and committee room furniture. To liase with the Project Assistant in relation to furniture requirements.

Selection criteria:
The criteria below indicate the qualities that are needed to do the job well. Candidates will be selected according to the extent to which they satisfy these criteria. Evidence of potential will also be considered. Most of the criteria must normally be met in order to qualify for selection.
Essential:
Knowledge/qualifications: experience of operating a busy front-of  house service, preferably in a university; proven knowledge of computerised systems and software packages used by Estate and Facilities Management - Facility CMIS; competent in the use of databases, word processing and spreadsheet packages; able to demonstrate a high level of numeracy and literacy.
Communication: good oral skills; good telephone manner; good interpersonal skills; ability to deal with a wide range of customer types; interpret their needs and resolve them concisely; ability to produce written reports and provide data on bookings as required.
Sensitivity: able to understand the needs of a wide range of service customers; helpful, co-operative; listens well and considers others' needs and perspectives.
Service: demonstrated knowledge of and commitment to relevant front of house service standards.
Self motivation: sets and meets objectives on own initiative; is committed to all aspects of job and to continuous self-development.
Teamwork:  flexible, co-operative, helpful; self-aware; collaborates well; respects ideas and expertise of others; appreciates own strengths and weaknesses.
Organisation:  works systematically; uses time efficiently; meets priorities and deadlines with a minimum of supervision; able to adapt to changing circumstances and contend with particularly busy periods during the academic year.
Technical skill: fast, accurate keyboard skills; detailed, accurate presentation/finishing.
Physical: able to use display screen equipment and telephones extensively, according to health and safety guideline; able to undertake all the physical requirements of the job, such a frequent visits to all parts of the estate; regular monitoring of use of non-residential accommodation, according to health and safety guidelines.
Desirable:
Experience of computerised Management Information Systems e.g. PLANON.
Experience of working in Higher Education administration.
Knowledge of the complexities of modular courses relating to the booking of general teaching accommodation.
This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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