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	JOB TITLE
	Porter/ Janitor (Student Centre) 

	DATE
	July 2025

	DIVISION 
	Healthcare & Education (SEF)

	SITE / OFFICE
	Designated Region – SEF

	REPORTS TO
	



ROLE OVERVIEW	
This recruitment campaign is being managed by OCS Group UK on behalf of Sussex Estates and Facilities LLP (SEF) - which is a partnership formed between OCS and the University of Sussex. SEF is the direct employer for this role and is responsible for delivering facilities management services across the University of Sussex estate.
 OCS is proud to partner with the University of Sussex in this long-term collaboration. With a workforce of over 50,000 colleagues and a turnover exceeding £2 billion, OCS is a market leader in delivering innovative and award-winning services across facilities management, including hard services, cleaning, security, and catering. These strengths underpin our commitment to excellence in the SEF partnership.
 Our shared mission is to enhance the University campus by ensuring it operates smoothly and efficiently, aligning with the University's values and commitment to sustainability. Together, we are dedicated to making the campus a better place for students, staff, and the broader community. The partnership is built on the core values of Trust, Respect, Unity, and Empowerment, guiding how we work and deliver services.
 Please note: The employing organisation for this role will be Sussex Estates and Facilities LLP.
Sussex Estates and Facilities (SEF) are recruiting for an Academic Porter/ Janitor at the newly completed Student Centre. You will provide exceptional, high quality customer services to students, staff and visitors, while also supporting with day-to-day facilities services, primarily portering and janitorial.

KEY TASKS & RESPONSIBILITIES
· To provide portering services in the Student Centre. 
· To provide janitorial services in the Student Centre. 
· To provide a high-quality customer facing service to students, staff and visitors. 
· Delivery of goods, stores and messages. 
· Reporting and relaying emergency maintenance requests and accompanying maintenance staff. 
· Removal and repositioning of furniture and equipment. 
· Check buildings regularly and report maintenance issues and H&S concerns to the student centre manager. 
· Assist in carrying out maintenance and H&S inspections of all areas.  
· Creation and dismantling of equipment when necessary and where safe. 
· The use of the Salto system in the unlocking and locking of university premises. 
· Direction of visitors and the giving and receiving of messages by telephone, radio link and in person, including the operation of the emergency line. 
· Completing maintenance requests via computer to the Service Centre. 
· Reception duties as required including assistance to visitors during the vacations. 
· Cleaning of buildings and surrounds involving offices, foyers, common rooms and other areas, (including toilets), and daily removal of rubbish. 
· Replenishment of Janitorial supplies in lavatories, including toilet tissue, hand towels and soap 
· Empty waste and recycling throughout the day and night sift where required.	 
· The use of power cleaning equipment where appropriate. 
· Heavy cleaning duties as may be occasionally required. 
· Where appropriate, security and checking of premises, visitors and occupants. 
· Assisting with fire alarm activations and evacuations where safe and as detailed in local risk assessment.  
· To provide initial and immediate support to students who may be unwell or distressed. To refer the students to the appropriate team so they can access relevant support.  
· To assist the Student centre staff with events such as setting out tables and chairs.  
· Ensure that all instructions received from the Cleaning Supervisor related to the day to day cleaning routine is carried out in an efficient and professional manner. 
· To report any welfare concerns to the supervisor 
· Adhere to health and safety rules and regulations. 
· This Job Description sets out current duties of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed.
[bookmark: _Hlk481584104]QUALIFICATIONS, SKILLS & EXPERIENCE
· Ensures that communication (spoken and written) is accurate and informative 
· Ensures that implications of any recommendations are clearly communicated and understood 
· Understands the customers underlying issues and takes positive action to resolve 
· Uses knowledge and experience and takes actions beyond normal expectation when required 
· Ensures proactivity in management of work orders to fulfil customer requirements 
· Effectively communicates to strengthen SEF’s relationship with the client and all other stakeholders 
· Keeps other team members informed and shares knowledge and expertise 
· Displays a positive attitude to challenges that the team face and seek out for efficient solutions 
· Actively offer support to team members and service lines 
· Actively participates and has a positive attitude in team meetings, always supplying a suggested solution when raising an issue / problem 
· Identifies ways to make improvements for the team 
· Responds positively to and acts on customer feedback 
· Shares experience and seeks advice from team about customer issues 
· Listens to and talks to others to break down barriers and finds ways to resolve conflict 
· Computer literate, particularly in Microsoft Office 

Working Arrangements
The working hours are ### hours per week, Monday to Friday between #am-#pm. Weekend between #am-#pm 

Acceptance of role
Revisions:
The Company reserves the right to alter these responsibilities and you will be advised of any changes through the normal method of communication.
AGREEMENT:
I confirm that I have read and agree with the responsibilities specified within the Key Tasks and Responsibilities Section of this job description
Name:
(Job Holder)
Signature:									Date:

Name:
(Line Manager)
Signature:									Date:
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