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	JOB TITLE
	Compliance and Facilities Apprentice

	GRADE
	SCP 14-17 
Ashford Apprentice Wage 
23 and over - £10.62 per hour 
21-22 Year Old Rate - £10.38 per hour	
18-20 Year Old Rate - £7.69 per hour
16-17 Year Old Rate - £5.48 per hour 
(37 hrs worked per week) to be paid monthly

	POST NUMBER
	

	RESPONSIBLE TO	
	Compliance and Facilities Officer

	RESPONSIBLE FOR
	N/A

	PRIMARY LOCATION
	International House 

	WORKING PATTERN 
	Office Hours 

	ON CALL / CALL OUT ARRANGEMENTS 
	N/A 

	JOB SUMMARY	
	To support the Compliance and Facilities Officer in the delivery of facilities management and statutory compliance activities across the Council’s corporate property portfolio. To ensure that buildings, services and assets are managed in accordance with health and safety legislation, statutory requirements and organisational policies and procedures.
Provide day-to-day support in maintaining accurate compliance records, coordinating contractors, monitoring inspection and testing regimes, and supporting audits and performance reporting. 
Support the Facilities team with administrative and operational tasks linked to the delivery of soft facilities services.
This apprenticeship role will provide structured training and development, enabling the post holder to gain practical experience in facilities management and compliance within a local authority environment while working towards a relevant apprenticeship qualification.

	ROLE REQUIREMENTS:
	

	
	Compliance Support

	1. 
	Assist with maintaining compliance records relating to statutory and regulatory requirements (e.g. fire safety, asbestos, water hygiene (Legionella), gas, electrical, LOLER/PUWER).

	2. 
	To assist with the proactive management of contracts and contractors undertaking compliance work. 

	3. 
	Support the monitoring and tracking of inspection, testing, servicing and certification programmes to ensure compliance deadlines are met.

	4. 
	Update compliance databases, spreadsheets and document management systems to ensure accurate and auditable records are maintained.

	5. 
	Assist with the collation of information for audits, inspections and internal assurance reporting.

	6. 
	Assist with health and safety and compliance audits undertaken in relation to tenanted commercial properties.

	7. 
	Ensure all corporate buildings and services under the control of the corporate property team remain compliant. Ensure statutory records are maintained to evidence compliance. Ensure adequate information is readily available to manage and demonstrate compliance.

	8. 
	To work with the Estates department to ensure that all compliance and health & safety is complied with in our tenanted buildings and assets. 

	9. 
	To assist in the preparation of data on key performance indicators as requested.  

	
	Facilities Support

	10. 
	Provide administrative and operational support to the Facilities team in the delivery of soft facilities services such as, but not exhaustive to the production of ID badges and access fobs, meeting room booking approvals, ordering of refreshments and cleaning supplies.

	11. 
	Assist with contractor coordination, including logging jobs, tracking progress, and maintaining contractor documentation (insurance, Risk Assessments and Method Statements, competence certification).

	12. 
	Assist with cleaning inspections and audits. 

	13. 
	Support day‑to‑day facilities requests and helpdesk activities, escalating issues as appropriate.

	14. 
	Assist with basic site inspections and monitoring activities under supervision.

	15. 
	Equal Opportunities
To promote equality of opportunity in employment and service provision and eliminate unlawful discrimination.
To recognise that people have different abilities to contribute to the council’s goals and performance and to take necessary action to give everyone a chance to contribute and compete on equal terms.

	16. 
	Emergency Planning
To participate as required in the council’s Emergency Planning operations including undertaking training and exercising as directed
To participate in the response to an emergency which may involve duties outside your normal job description and at times outside your contracted hours
To participate in the recovery stage following the emergency.

	17. 
	Business Continuity - In the event that an incident has occurred which disrupts the council's ability to deliver its critical functions, to undertake duties within your competencies in other departments and/or at other locations.

	18. 
	Data Protection - To ensure that data quality and integrity is maintained and that data is processed in accordance with Council policy, the Data Protection Act, the Freedom of Information Act, and other legislation


	19. 
	Health and Safety - All employees have responsibilities under The Health and Safety at Work Act 1974.  These responsibilities are laid out in the council’s Health and Safety Policy, available on the Intranet or from Personnel.


	20. 
	Safeguarding - Adhere to the council’s safeguarding policies and procedures and undertake relevant training in order to help protect children and adults at risk of harm within the borough.


	21. 
	Additional Duties - To undertake any additional duties of a similar level of responsibility as may be required from time to time.


	DATE
	July 2026

	OTHER CONDITIONS:

Facilities Services Operative – Level 2 Apprenticeship Facilities services operative / Skills England

The Facilities Services Operative Level 2 Apprenticeship is designed to equip learners with the skills and knowledge necessary for a career in facilities management. This apprenticeship covers a range of tasks related to the maintenance, catering, security, and waste management of buildings and facilities. By completing this apprenticeship, learners will gain a nationally recognised qualification, enhance their employability, and demonstrate professionalism and commitment to their employer and customers.

This occupation is found across the facilities management (FM) industry, both on the supplier side (companies delivering FM services) and the client side (organisations receiving contracted FM services). A Facilities Services Operative provides essential support to customers and FM departments, which may include security, maintenance and engineering support (Hard FM), and cleaning, catering, logistics, and portering (Soft FM).

Purpose and Value of the Apprenticeship

The Facilities Services Operative Level 2 apprenticeship is a valuable opportunity to develop skills and knowledge in a wide range of FM-related tasks. Learners who complete this apprenticeship will be able to perform duties such as cleaning, maintenance, security, catering, and waste management. The facilities management sector continues to grow, offering strong career progression opportunities for those who want to contribute to the smooth running of organisations.

On completion, learners will gain the Facilities Services Operative – Level 2 Apprenticeship. 

Programme Structure and Duration

The programme typically lasts 15 months, followed by up to 3 months for the End Point Assessment (EPA) and is taught in a classroom or via online training as well as a number of workshops.

The EPA includes:

•	IWFM Level 2 Certificate in Facilities Services Principles
•	10 Occupational Duties (KSBs)
•	Functional Skills in English and Maths Level 1, plus an attempt at Level 2
•	An information session and literacy/numeracy assessment prior to starting training

Learners will be assessed through a knowledge test of 20 multiple-choice questions, Observation and compilation of a portfolio.

Functional Skills Requirement

Learners must achieve Level 1 English and Maths before taking the EPA.

Core Knowledge, Skills and Behaviours Developed

Learners will develop a broad range of FM-related competencies, including:
•	Legislative requirements relating to health and safety, access & inclusion, manual handling, working at heights, COSHH, and RIDDOR
•	How to carry out condition surveys and prepare reports
•	Understanding FM-related information (e.g., energy usage, heating/lighting efficiency, security systems)
•	Additional legislative responsibilities such as food safety, employment rights, data protection, equality, diversity and inclusion
•	Distinctions between Hard FM, Soft FM, and Total/Integrated FM
•	Roles and responsibilities of FM technical experts (contractors, engineers, surveyors)
•	FM reporting structures
•	HSE Five Steps to Risk Assessment
•	Emergency and evacuation procedures
•	Good practice in FM risk management (security, access, inclusion)

Practical skills include:

•	Complying with health, safety and environmental legislation
•	Logging incidents, distributing safety notices, checking fire extinguishers and alarms, and using PPE
•	Following Standard Operating Procedures (SOPs) such as permits to work, contractor risk assessments, safe systems of work and site inductions
•	Carrying out and reporting health and safety checks
•	Identifying risks, hazards and threats to people, property and premises
•	Acting on findings in line with evacuation marshal responsibilities

Qualification and Career Opportunities

This apprenticeship prepares learners for a variety of roles within the facilities management sector and provides a pathway to more senior positions or further training. The sector offers strong long term prospects for individuals wishing to develop their careers in FM and contribute to the effective management of buildings and services.





	PERSON SPECIFICATION

	Essential
	Desirable

	EDUCATION & TRAINING/ QUALIFICATIONS
	GCSEs (or equivalent) in English and Maths
Good organisational skills and attention to detail
Basic IT skills, including Microsoft Office (Word, Excel, Outlook
	Interest in property, facilities management or health and safety
Basic understanding of workplace health and safety

	EXPERIENCE
	Worked in a customer facing role.

	Prior work experience, placement or study in a related field

	SKILLS & KNOWLEDGE
	Ability to communicate clearly and professionally
	

	OTHER REQUIREMENTS
	Reliable
Customer focused
Positive ‘can do’ approach
Self-motivated
Approachable/team spirited
	





Contractual / Training Requirements 
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	No

	Requires Driving Licence
	Yes
	

	Management/Supervisor Responsibilities 
	
	No

	Night Working - Working 3+ hours between 11pm and 6am
	
	No

	Lone Working 
	
	No

	Working in confined spaces
	
	No 

	Safety Critical Worker – completing a task e.g. working at heights or with hand-held machinery - if impaired would pose a significant risk to self/others.
	
	No

	Health Surveillance – Includes audiometry, HAVs, dermatology, lung function.
	
	No

	Enforcement Responsibilities – name cannot be disclosed 
	
	No

	Emotionally Demanding - employee is dealing with trauma / vicarious trauma 
	
	No

	Conflict Exposure – employee will frequently encounter disagreements/disputes of varying intensity while carrying out their role 
	
	No

	Enforcement/ Security Industry Authority licensed - employee licensed by (SIA)
	
	No

	Safeguarding Training Required
Level 1 - Ad hoc contact / never be left alone with a child, young person or adult at risk
Level 2 - Likely to come into contact with children/young people/adults at risk, through the nature of the role, but has no responsibility for supervision, or has line management
Level 3 - Responsibility for supervision of children, young people or adults at risk, or has safeguarding lead responsibilities as part of their role.
	Level 1
	
	

	DBS check required – confirmed by a counter-signatory
	BPSS/ Basic
	Standard
	Enhanced

	Asbestos Exposure
1 - Office based with little or no exposure risk
2 - Likelihood of contact is remote and secondary to their role
3 - Potential to encounter asbestos as part of their role
	
	
	Level 3

	Legionnaires exposure
1 - Basic Awareness Training - may come into contact with bacteria in water systems
2 - Training on Legionnaires Disease - directly working with any of the following (or other sources of contaminated water)
	
	Level 2 

	Weil's exposure
Employees who work in areas where they may come into contact with the urine of infected animals, such as such as rats, cattle, pigs, and dogs. OR contaminated water or soil
	Yes 
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