
Job Description 
 
Post:    Works Officer 
 
Line Managed By:  Head, Internal Services 
 
Role 
 
The Works Officer shall assist the Facilities Manager and shall be responsible for 
supervising and coordinating the activities and operations of the school’s technicians and 
water tanker drivers. 
 
He shall act as a link between the Facilities Manager and the technical staff. In addition, 
he shall coordinate and supervise the activities of landscaping and horticulture unit of the 
Internal Services Department. 
 
General Responsibilities  
 

• Maintains such service areas as buildings, mechanical and electrical systems and 
equipment, landscaping, security system and fire alarm system, sound system, and 
fumigation to ensure maximum availability and optimum performance. 

• Supervises and be responsible for the activities of technicians, landscaping staff and 
water tanker drivers. 

• Assists in calling for, evaluation and selection of tenders and assist in the 
appointment of tenders. 

• Liaises with contractors in the maintenance programme for building, electrical and 
mechanical systems, as directed by the Head of Internal Services department. 

• Recommends repairs and replacement works for building, mechanical and electrical 
systems. 

• Troubleshoots some minor technical/facility problems. 
• Carries out other duties as may be reasonably assigned by the Head of Internal 

Services or the Leadership team. 
 
QUALIFICATIONS:  

 
• A good degree in Facilities Management, Engineering or related discipline. 

 
ESSENTIAL QUALITIES:  

  
• Demonstrable ability of Project Management. 
• Ensuring clear plans are produced and appropriate control skills are employed to 

achieve plans. 
• Enabling the achievement of results by clear leadership and team working. 
• Good and effective communication skills. 
• Pragmatic approach and ensuring commitment from others. 
• Strong negotiation skills. 
• Good Health and Safety background. 
• Ability to meet deadlines and to work under reasonable pressure. 

 
Desirable 

• Sound I.T. Skills using Microsoft Office Programs 

• First Aid Trained 


