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Job description and Person Specification

Accommodation and Moves Operative


	Department 
	Infrastructure

	Service 
	Corporate Property Team

	Grade
	D

	Reports to
	Accommodation Change Manager

	Responsible for 
	n/a

	Job reference
	GR0517 (MO10596)



	Job Purpose – 


	The Accommodation and Moves Operative will be responsible for the hands-on execution of all aspects of physical moves and accommodation changes across a large commercial portfolio. This role ensures that all relocation and decommissioning activities are performed efficiently, safely, and with minimal disruption to business operations.


	Context – 


	Operating within NCC's diverse and extensive portfolio, the Accommodation and Moves Operative plays a crucial role in supporting the smooth execution of physical relocations and accommodation changes. This position requires a strong focus on operational efficiency, safety, and collaboration with various departments to meet organisational needs. The role may require travel between various locations in the commercial portfolio. Standard office hours apply, but flexibility is required to meet project deadlines and manage out-of-hours moves.




	Accountabilities - 

	Lead on physical moves of furniture, equipment, and other items according to the move plan developed by the Accommodation Change Manager. 
Assemble and disassemble office furniture and equipment as required. 
Use assistive equipment where required. 
Ensure all items are securely packed, transported, and unpacked correctly to prevent damage. 
Adhere to H&S regulations to handle equipment safely and when working at heights. Constant assessment of risk to yourself and others while performing moves. 
Deliver physical moves on schedule and updating the Accommodation Change Manager on risks identified immediately, and risks to the timetable of any given project.


	Use own initiative to interpret plans into actual space ensuring that furniture assets are placed in a way to ensure appropriate spacing around fixtures and that there are not obstructions of building assets for safety such as sprinklers and call points. 
Ensure electrical sockets are not overloaded and perform essential visual checks on electrical outlets. 
Ensure any furniture reassembled is secure for use and that appropriate safety stickers are in place. 
Ensure all white goods are connected safely and appropriately to ensure no leaks. Essential visual checks have taken place. 
Ensure appropriate signage is in place.


	Work closely with the Accommodation Change Manager to understand move schedules and specific requirements.
Communicate effectively with team members and other stakeholders to ensure smooth operations. 
Address any issues that arise during moves promptly and report them to the Accommodation Change Manager.


	Manage and maintain moving equipment and vehicles, ensuring they are in good working condition. 
Perform routine checks and maintenance on equipment and report any faults.


	Manage and set up a stock taking regime and take inventory of items to be moved and ensure none are lost or damaged during transportation.


	Arrange for the detaching, packing, and reinstalling of IT and other specialist office equipment/furniture.


	Handle IT cable management, connecting workstations and installing workstation hardware.


	Conduct fault-finding tasks regarding workstation equipment.

	Manage waste disposal during de-commissioning of worksites, including confidential, environmental, WEEE, and recycling waste.


	Act as key holder for multiple secure worksites.

	Carry out minor building maintenance tasks on a pre-planned and reactive basis as instructed.


	Work as part of a team to ensure tasks and targets are achieved. Assist with administrative tasks to maintain disposal and asset lists as required and report building failures immediately.





	Person Specification


	Qualifications:

	Essential
	Desirable

	Hold a full, clean driving license with appropriate categories. 

SIA Keyholding certification

	Experience in a related operational role.

	Knowledge/Experience:

	Essential 
	Desirable 

	Previous experience in a similar role involving physical moves or logistics. 

Knowledge of health and safety regulations related to moving operations. 

Have a good understanding of basic H&S regulations and legislation pertaining to the role.

	Experience working within a corporate or facilities management environment.


	Skills:

	Essential
	Desirable

	Strong organizational skills to manage multiple tasks efficiently. 

Good communication skills to interact with team members and other stakeholders. 

Problem-solving abilities to handle unexpected challenges during moves. 

Physical stamina and strength to handle the manual aspects of the role. 

Attention to detail to ensure all items are moved correctly and safely. 

Technical proficiency in using moving equipment and tools.

	Basic understanding of facilities management principles.





	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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