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Archcliffe Fort

Archcliffe Road

Dover

Kent

CT17 9EL

Dear Applicant

Emmaus UK is a federal body supporting 30 Communities and 8 Groups in the UK.  We are part of Emmaus International with over 400 Communities worldwide. Emmaus communities offer homeless and socially excluded people a home, companionship, work and the chance to rebuild their lives in a supportive environment. Residents, known as companions, work full time in their community’s social enterprises enabling them to develop skills and build self-respect, whilst also enabling their community to become financially self sustaining. 

We are looking to recruit a new Facilities Officer to work as part of a team to provide an effective maintenance service for the overall upkeep of the Community buildings and grounds.
This role is an exciting opportunity for a candidate with the right skills and experience to make a positive contribution within the structure and workings of the community and be part of an innovative and collaborative team. If this role sounds interesting and you believe you have what it takes to deliver, we look forward to hearing from you. 
If you are interested in applying for this role please complete the application form – any additional information you may wish to provide should be written on page 16.
An information pack with the application form is available on the main web site http://www.emmaus.org.uk/jobs
Please note, the role will involve contact with vulnerable people and will therefore be subject to a Disclosure & Barring Service check. Also, please ensure you complete and return the declaration of criminal records form and the equal opportunities form with your application.  Your completed application should be returned to Mrs. D Stevenson, preferably by email to:  communitymanagerdover@emmaus.org.uk

Alternatively, please send by post to:  
Mrs D Stevenson, Archcliffe Fort, Archcliffe Road, Dover CT17 9EL
The closing date for applications is 15th Jan 2024
For an informal and confidential conversation about the role please contact Debbie Stevenson on 01304 809923
Yours faithfully
Mrs D Stevenson
Community Manager
INFORMATION ABOUT EMMAUS DOVER
Emmaus Dover (originally registered as St Martin’s Emmaus Dover) is a member of Emmaus UK and affiliated to Emmaus International. There are 29 communities across the UK with more emerging. Emmaus is a world-wide organisation spanning 36 countries. 

The company for Emmaus Dover was registered as a charity on 19th June 1995. The community is housed on the unique site of an ancient fort being owned by English Heritage and rented to Emmaus Dover until 2095 for a nominal amount. There are superb views from the site across Dover harbour to Dover Castle and a feeling of being in touch with the weather and the sea, an abundance of fresh air!  
At Emmaus people are valued and accepted: homelessness occurs for many reasons, possibly a relationship breakdown, job loss, bereavement, debt, and drug or alcohol dependency.

Emmaus Dover’s door is open to all who are homeless, providing there is a vacancy. 27 single rooms are available in Dover with en-suite facilities, plus a communal eating area, lounge and “quiet room”. Each new member of the community or “companion” has to agree to follow the community’s rules of showing respect for others and helping those worse off. No drugs or alcohol are allowed on the premises. Each companion is provided with housing, food, clothing and a small amount of money each week for personal use. A further amount is set aside as money to be available when the companion leaves. The ethos is that of a large family with companions being welcome to stay for as long or short a time as they wish. The age range of companions can vary from 18 to 75!
There are no handouts in Emmaus: companions need to agree to give up their Job seekers allowance and only Housing Benefit is claimed by way of state benefits. Emmaus believes that self-respect is best recovered through independence.

The community lives on business from recycling donated goods, anything from clothes to furniture, bric-a-brac, books, plus electrical goods. These may be collected by a team of companions using one of our two vans; the goods are sorted, restored if necessary in our workshop and sold in our shops; very little is wasted since companions will strip down items for scrap. We have four shops at the moment, one at the Fort, Bench St, Ashford, and the other in Canterbury. 
Emmaus recycles furniture… and lives: our companions work a 37 hour week with 2 days off and they will undertake a number of different job roles which can include:

· Working in our shops, aiming to give customer satisfaction

· Driving or crewing our vans

· Unloading goods and moving goods into the warehouse

· Maintaining a flow of goods from the warehouse to the shops

· Restoring furniture and testing electrical goods

· Sorting clothing and bric-a-brac, keeping the shop clean and tidy

· Cooking for the community, plus kitchen portering

· Cleaning the communal areas

· Acts of solidarity in the local community, across the UK and internationally 

The work supports the community financially, enables companions to develop skills, earn a living and ultimately rebuild their lives. Where possible, training is provided in areas such as Basic Skills in Literacy and Numeracy, NVQ courses in Customer Care, Catering, Manual Handling and First Aid.
New research by Just Economics forecasts that each year Emmaus Communities in the UK generate £11 for every £1 invested.

Emmaus Dover Job Description

	Job Title:
	Facilities Officer

	Weekly working:
	37.5 hours per week with some call out/ out of hours/weekend work

	Reports To:
	Community Manager

	Location:
	Archcliffe Fort, Archcliffe Road, Dover CT17 9EL

	Date:
	09/02/2023

	Version
	A005
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Responsible to the Community Manager for all facilities and utilities on site.  This particularly includes all the buildings, grounds, equipment, vehicles together with relevant Health and Safety requirements.  
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· Work with the Community Manager to ensure all Health & Safety Requirements for the Community and the Social Enterprise Business are effectively met.

· Utilise a planned maintenance/upkeep schedule accessible on the SharePoint system.  

· Oversee the maintenance of all utilities linked with the Community and Social Business Enterprise.

· Ensure that all buildings and grounds are fit for purpose and comply with Health and Safety legislation

· Support companions in their work in the Community with clear guidelines and expectations for the safe delivery of tasks.

· Responsible for the servicing, MOT and taxing of the Community vehicles and justify   when changes should be made. 

· Oversee electrical donations and PAT test to provide safe products for customers in compliance with electrical regulations.

· Responsible for PAT testing all relevant equipment used in the community.

· Ensure the material condition of the warehouse, workshop, shop/s, accommodation and site is sound and supported with regular Health and Safety checks; also ensuring that policies and procedures are followed by companions, staff and volunteers.

· Routine testing of fire alarms and emergency procedures

· Oversee service contracts and supervise work of contractors on site.

· Responsible for re-cycling, scrap and waste management. 

· Oversee basic weekly vehicle fleet management i.e., tyre pressure, fluid checks, lighting checks and other routine safety checks  
· Driving of Community vans and car when the need requires.

· Circulate reports for Community vehicles to the Community Manager and Trustees  


· Ensure all administration and record-keeping is kept up to date.
· Liaise with the Community Leader over Companions’ skills and training needs.
· Undertake other driving duties as required. 

· Participate in a rotation to ensure 24 hours, 7 days per week Community and Companion support.

General Information
Emmaus works with vulnerable people. Staff, volunteers and trustees must observe the proper demarcation and professional boundaries while performing their role. 

The post holder 
· must always act in a way which will maintain the good reputation of Emmaus Dover, upholding the policies and procedures of Emmaus. 
· will strive to preserve good working relationships with Staff, Volunteers, Companions and the Trustees, keeping the appropriate key personnel well informed of significant matters relating to the Community
· will carry out the job responsibilities in an environmentally aware manner with the aim to ensure all resources are utilised effectively and efficiently.  
· will apply sound ‘value for money’ principles in undertaking purchasing or supply of goods and services.
· will support PR events and solidarity initiatives

· will perform any other tasks/duties deemed necessary by the Community Manager  

· will be on the on-call rota and carry out weekend work as required

· will maintain an up-to-date driving licence, enhanced DBS check and advise of any medication that may restrict them from carrying out their full duties

	FACILITIES OFFICER – PERSON SPECIFICATION


	Essential Criteria
	Desirable Criteria

	Education: 

· Numeracy, literacy and communication skills
· Competent IT skills

	Education: 

· Apprenticeship qualification in a trade
· GCSE Grades in Maths and English


	Skills and Abilities:

· To undertake a range of maintenance and repair tasks
· To identify work priorities and manage own workload, whilst ensuring that lower priority work is kept up to date 
· To remain calm under pressure
· To work on own initiative dealing with unexpected problems
· Good time management and organisational skills

· Good inter-personal skills and able to communicate with a range of people
· To keep work records and to inspect and record the work of others 
· To carry out repair and maintenance work with experience in DIY, e.g., woodwork, plumbing and decorating skills


	Skills and Abilities:

· Evidence of recent training

· Training qualifications
· Working knowledge of Excel spreadsheet applications

· First aid
· Health & Safety knowledge


	Knowledge and Experience: 

· An understanding of the main Health and Safety regulations, including COSHH and risk assessment, and how they apply a community environment
· To know and understand professional boundaries
· Experience of carrying out building maintenance within the reasonable capacity of a normal handyperson

	Experience: 

· Working with vulnerable people

· Working in a community setting with people who may have challenging behaviours

	Other:

· Full, clean driving licence
· An enhanced DBS check will be needed for this post
· Demonstration of a belief in and, the ability to, adopt and work within the Emmaus ethos and principles
· Highly motivated and proactive with an enthusiastic and positive attitude 

· Passionate about delivering excellent customer service
· Willingness to participate in further training and development
· Commitment to environmental sustainability and social development

· Able to welcome people into the community with no prejudice

· Able to work unsocial hours and perform night time call out duties in order to respond to incidents relating to Health& Safety, Security & emergencies

	Other:

· Knowledge and understanding of homelessness issues




Emmaus Dover Ltd
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Job Application Form

Address: Archcliffe Fort, Archcliffe Road, Dover CT 17 9EL
Tel: 01304 204550 (Office at Emmaus Dover) Registered charity no: 10473654

Main website: www.emmaus.org.uk


Local website: www.emmaus.org.uk/dover 
Please complete this form accurately, giving as many details as possible of your skills and experience relating to the job. Short-listing will be based on the information gathered from this form and read in conjunction with the person specification for the role
Job Details:

	Job applied for:


	Location (if applicable):




	Please state where you saw this post advertised:




Personal Details:
	Title:


	First name


	Surname:


	Address:
	Email address:



	
	Home tel:



	
	Daytime tel:



	
	Mobile tel:




	Do you have a legal right to work in the UK?   Yes/no      
*If ‘Yes’, and there are conditions attached, for example start or finish dates, please specify
* If ‘No’, what type of work permit do you require?  


	Driving licence - Do you hold a full driving licence:    Yes/no   *If yes please provide details of endorsements if you have any
	How much notice are you required to give your current employer?




Reasons for applying:

Please outline your reasons for applying for the post. (Please continue onto a separate sheet if necessary)

	


Education and Qualifications:

Please list any qualifications you have taken or are about to take. (Most recent first)

	Date
	Name of school / college/ university / training body
	Type of Qualification
	Subject
	Result

	
	
	
	
	


Training:

Please list any training you have received, or courses you have attended that you feel are relevant to the post.

(Most recent first)
	Date
	Details of Training Course

	
	


Past Employment Details: 

Please start with your most recent / current employment. Briefly describe the main duties and responsibilities.

	Employers name & address
	Job Title
	Brief description of duties
	Date
	Salary
	Reasons for leaving

	
	
	
	From
	To
	
	

	
	
	
	
	
	
	


Relevant Skills and Experience:

This section is for you to give specific information in support of your application. After reading the job description and person specification please indicate your skills and experience relevant to the position you have applied for. 

(Please continue onto a separate sheet if necessary) 

	


Other Interests:

Please give details of any vocational activities or voluntary commitments.

	


Referees:

Any offer of employment is dependent on receipt of 2 satisfactory references. Please provide details of two referees who can comment on your suitability for this post. We would normally wish to see one reference from your present or most recent employer. References will only be taken up for the successful candidate.
	Referee 1:
	Referee 2:

	Name:
	Name: 


	Position: 

	Position: 


	In what capacity does this person know you:


	In what capacity does this person know you:



	Organisation: 

	Organisation: 


	Address: 


	Address: 



	Tel: 
	Tel: 



	Email: 

	Email: 



Declaration and signature:

	I confirm that the information contained in this application form is accurate and correct.

Signature    _______________________________ 
 Date    ________________________

.


Data Protection:

	The Data Protection Act 1998 (“The Act”) sets out certain requirements for the protection of your personal information against unauthorized use of disclosure. The Act gives you certain rights.

Except to the extent we are required or permitted by law, the information which you provide in this application form, and any other information obtained or provided during the course of your application (“the information”) will be used solely for the purpose of assessing your application.

If your application is unsuccessful or you choose not to accept any offer of employment we make, the information will not be held for longer than necessary, after which time it will be destroyed, although relevant information will be retained in the longer term to facilitate our Equal Opportunities Monitoring.

If your application is successful, the information will form part of your Personnel file and we will be entitled to process it for all purposes in connection with your employment. So that we may use the information for the above purposes and on the above terms, we are required under the Act to obtain your explicit consent.

I consent to the use of my personal information for the purpose and on terms set out above.

Signature  ___________________________________ 
Date  ______________________




Thank you for completing this application form. 

Please forward this together with other associated forms to the address specified at the beginning of this form


Emmaus Dover


Declaration of Criminal Records Form

The post you have applied for is excepted from the Rehabilitation of Offenders Act 1974, which means that all convictions (spent or unspent), cautions, reprimands and final warnings on your criminal record need to be disclosed.  

	Job applied for:
	Location:




Please complete this form and return it in a sealed envelope along with your application.

	Title:


	First name


	Surname:


	Have you ever been convicted by the courts or cautioned, reprimanded or given a final warning by the police?
	Yes*/No

	*If yes, provide details of offences, penalties and dates below:




If you have declared a criminal record and we believe this will have a bearing on the requirements of the post we will discuss the matter with you at interview.   If you require any further information or have any concerns about filling in this form please contact us.

Please note that Emmaus takes its responsibilities under the Disclosure & Barring Service very seriously and takes every step possible to ensure confidentiality.  Further information on disclosures and barring can be found on the DBS website. 

	Declaration:

	I confirm that the information contained in this application form is accurate and correct.

Signature    __________________________________                  
 Date    __________________________


Thank you for completing this form. Please forward this together with your completed application form

EMMAUS DOVER Equal Opportunities Monitoring Form
Emmaus is committed to equal opportunities in employment and volunteering and will assess for roles fairly without regard to sex, age, marital status, race, colour, nationality, ethnic or national origins.  People with disabilities will be assessed on the needs of the role they have applied for.  We would therefore be grateful if you could complete and return this form. The information you supply will be separated from your application before the short-listing and interview process begins, and will be kept confidentially and will only be used so that we can monitor the implementation of our equal opportunities policy.  
Please choose one option from each of the sections listed below, checking the relevant box with an X, by double clicking on the appropriate box.

	Ethnic Group:
	Age:
	Religion:

	White: 

British


English


Irish


Scottish


Welsh


Other White background
 
Asian or Asian British:

Bangladeshi

Indian


Pakistani   

Other Asian background 
 

	Mixed:

White and Asian

White/Black African

White/Black Caribbean 
White and Chinese
    
Other Mixed background 
Black or Black British:

African



Caribbean


Other Black background  
Chinese or Chinese British or other ethnic group:

Chinese



Other ethnic group   

Prefer not to say
 
	16 – 24
 

25 – 34

35 – 44

45 – 54

55 – 64

65+


	No religion
 

Baha’i


Christian
 

Hindu


Jewish

Muslim

Buddhist

Jain


Sikh


Other




	
	
	Marital Status:
	

	
	
	Single


Married/Civil 

Partnership

Living with partner

Other


	

	Disability:

	The Equality Act 2010 defines a disability as a ‘physical or mental impairment which has a substantial and long-term adverse effect on a person's ability to carry out normal day-to-day activities.  An effect is long-term if it has lasted, or is likely to last, more than 12 months. 

Do you consider that you have a disability under the Equality Act (please tick)?

Yes




No



Prefer not to say 


	Declaration:

	This information will be treated in the strictest confidence.  It will be used to meet any requirements you have for statistical equal opportunities monitoring.  Under the Data Protection Act 1998 we need your agreement to retain this information for these purposes.   

Please tick this box if you agree to this:
                               
Signature    __________________________________________ 
 Date _________________


Thank you for completing this form. Please forward this together with your completed application form.
Terms and Conditions of Employment 
· Salary - £25,000 per annum
· Working Hours – are 37.5 hours per week, Monday to Friday/Saturday
· Flexible Working – Options available, subject to the requirements of individual roles

· Annual Leave – 26 days per annum, plus 8 bank holidays

· Pension – pension available from Nest 
· Employee Assistance – a 24/7 employee assistance scheme is available.
Additional Information:
�





Job Purpose





Duties and Responsibilities





General Responsibilities





Other Duties





�
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