
Title:         Facilities Officer 

Reports To: Head of Finance and Premises  

Location: GWAAC Emergency Air Operations Base, Gloucester Rd, Almondsbury, BS32 4AA 

Company Profile: We are Great Western Air Ambulance Charity, dedicated to the provision of air 

ambulance and critical care services across Bristol, North Somerset, Bath & North East 

Somerset and all of Gloucestershire. From fundraisers to highly skilled paramedics and 

senior consultants, we are a team working to save lives that would otherwise be lost. 

The job is high pressure, but it is deeply satisfying, and every member of the team is 

committed to this service, and to saving as many lives as we can. 

Job Summary: The Facilities Officer is responsible for supporting the operational team through 

managing day to day maintenance and administration tasks at GWAAC’s base. The post 

holder will work closely with the Air Operations Officer, other clinical leaders and the 

charity’s staff to ensure that the air base operates smoothly, safely and effectively. In 

addition, general and specialist administration tasks to support the operational crew and 

the charity team will be required. The post holder will be required to hold an Honorary 

Contract with South Western Ambulance Service.    

Hours of work: 30 - 35 hours a week over 5 days, two part time posts considered 

Salary: £18,000 - £22,000 FTE, depending on skills and experience 

Core responsibilities: 

- Monitor building/equipment maintenance schedules and proactively arrange contractor visits 
- Ensure compliance with H&S related regulations e.g. fire alarm servicing 
- Trouble-shoot building related issues 
- Arrange and manage reactive maintenance visits from appropriate contractors 
- Oversee building services e.g. cleaners, waste disposal 
- Maintain excellent records of building related issues and maintenance visits 
- Provide administrative support to the Air Operations Officer and other clinical leads as required, to 

include management and ordering of relevant supplies, coordination of equipment and resources, 
and taking meeting minutes as required 

- Support the Air Operations Officer with the management of Specialist Paramedics, to include 
arranging and monitoring the operational rota, monitoring of overtime, administering annual leave, 
monitoring and arranging training and maintaining personnel records 

- Use South West Ambulance Service (SWASFT) and Great Western Air Ambulance Charity 
databases and systems accurately and effectively 

- Assist in the provision of data and management information for the management team 
- Build effective relationships with crew, charity staff, SWASFT staff, contractors and other 

stakeholders 
- Provide a reception service including welcoming visitors and dealing with post/deliveries  
- Practical and administrative support for meetings and other events.  
- Occasionally work unsociable hours, for example to meet contractors or resolve urgent issues 
- Adhere to all organisational policies and procedures and external regulations (including data 

protection). 
- Maintain an appropriate level of confidentiality at all times. 

 
This description does not attempt to describe all the activities of the post but rather illustrates with 

examples the main role of the post holder. It is therefore subject to alteration and development.   

  



Person specification 

 Essential Desirable 

Education and 

qualifications 

Evidence of a good standard of 

general education, to include English 

and Maths 

Qualification in health and safety, 

facilities management, or administration 

Previous experience  Significant office experience. 

Facilities management experience 

NHS/air ambulance/air base/charity 

experience 

Rota administration experience. 

Skills, knowledge, 

ability 

Computer literate with experience of 

Microsoft Office applications and good 

keyboard skills. 

Numerate and literate 

Good telephone manner and 

organisational skills. 

Able to prioritise and meet deadlines, 

maintaining accuracy and quality of 

work.  

Good minute taking skills. 

Working knowledge of confidentiality 

and data protection requirements 

 

Aptitude and 

personal 

characteristics 

 

Good interpersonal skills, across all 

levels and groups of people. 

Ability to work as part of a team. 

Reliable with a good attitude to 

attendance and punctuality. 

Demonstrate a can-do attitude, being 

willing to work flexibly, unsupervised 

and on own initiative    

Committed to the vision, values and 

work of Great Western Air Ambulance 

Charity, and our partners in the NHS 

Committed to safeguarding, equality, 

diversity, sustainability and social 

responsibility 

Compliance with organisational 

policies, procedures and Codes of 

Conduct  

Able to pass Police security clearance 

checks and satisfactory DBS check if 

required 

 

 
The post holder will be required to hold an Honorary Contract with South Western Ambulance Service in 

order to secure access to personnel records. This will be arranged following the job offer being made.     


