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Job Description Confidential

Facilities and Procurement Assistant
	Location
	Reports to
	Hours
	Salary

	Bore Place, Chiddingstone
	Venue Operations Manager
	10 hours per week

	£26,227

	The role

	The Facilities and Procurement Assistant provides essential administrative and coordination support to ensure the smooth running of Bore Place’s buildings, infrastructure, and site services. Working closely with the Site and Facilities Coordinator and wider maintenance team, the role helps to keep systems running efficiently, contractors scheduled and compliant, and supplies ordered and accounted for.
In every aspect of the work — from procurement choices to contractor engagement — the postholder will be expected to put Bore Place’s values at the forefront of decision-making: prioritising environmental responsibility, regeneration, carbon reduction, and fairness. This means seeking sustainable options, supporting local suppliers where possible, and helping the organisation model best practice in how we care for people, place, and planet.
 This role will suit someone highly organised, practical, and comfortable balancing routine tasks with occasional problem solving in a busy, hands-on environment.

	Key responsibilities

	Procurement and Administration
· Raise and process purchase orders, and place orders for materials, fuel and tools ensuring alignment with Bore Place’s procurement policy.
· Monitor contractor agreements, expiration dates, and supplier contacts.
· Support the Site and Facilities Coordinator with sourcing and comparing quotes, particularly for funded projects and capital works.
Contractor Scheduling and Compliance
· Book and diarise contractor visits, including pest control, hygiene services and routine maintenance across the site.
· Maintain accurate health and safety documentation, including risk assessments, method statements, and signed contractor agreements.
· Track statutory inspection and service schedules for areas such as biomass boilers, oil boilers, sewage systems, chimneys, and solar/wind assets, ensuring compliance and timely renewals.
· Assist in maintaining up  todate records for rental properties, including electrical safety checks, boiler servicing, chimney sweeping, and sewage emptying schedules.
Ordering and Supplies
· Support with kitchen supply orders, ensuring cost-effective purchasing and adherence to our food policy.
· Support the Farm Gate operation: order produce (e.g. ice cream, cheese, Happy Belly items), check temperatures, and restock fridges.
· Oversee ordering and monitoring of fuel and energy supplies, including biomass pellets, red diesel, and electricity usage.
· Input regular meter readings and assist with data submissions for environmental monitoring and renewable energy reporting.
Vehicles and Equipment
· Coordinate servicing, MOTs, road fund licences, and record keeping for site vehicles (minibus, buggy, JCB) and associated equipment.
· Maintain the LOLA certificate schedule and any other required inspections.
· Liaise with relevant contractors and internal users to ensure vehicles remain safe, legal, and fit for purpose.
Energy and Sustainability
· Support data collection and reporting for energy generation and use (solar PV, wind turbine, biomass boiler) including meter readings and maintenance log updates.
· Schedule panel cleaning and renewable‑energy contractor visits 

	Person specification 

	Experience and Knowledge
· Experience in an administrative, facilities, or operations support role (or transferable experience from hospitality, logistics, or property management).
· Understanding of basic procurement and contractor management processes.
· Awareness of health and safety principles (training provided as needed).
· Experience with data entry, record‑keeping, and supplier liaison.
Skills and Abilities
· Excellent organisational and time‑management skills, with strong attention to detail.
· Effective communicator with contractors, colleagues, and suppliers.
· Proficient in Microsoft Office and comfortable learning internal systems 
· Basic numeracy
· Ability to balance multiple tasks and adapt to changing priorities.
· Practical, resourceful, and willing to ‘muck in’ when needed.
Values and Working Style
· Reliable, proactive, and aligned with Bore Place’s values of sustainability, inclusion, and collaboration.
· Positive attitude and ability to work effectively in a small, busy team.
· Respectful and professional in all interactions.
· Comfortable working in a rural setting and contributing to the wider work of Bore Place.
Practical Requirements
· Access to own transport due to rural location.
· Physically able to carry out occasional manual tasks (e.g. moving supplies, checking stock).





	
Our Values

	Inspire - Inspiring and learning through experience.
Regenerate - Regeneration in action.
Collaborate - Making a difference together.
Be Inclusive - A fair and inclusive environment.
Take ownership - Personal and collective responsibility.

	Benefits of the role and working at Bore Place

	· Opportunity to make a significant difference to the lives of others and see the direct impact of your work.
· Flexible working and a supportive, community‑orientated workplace in a beautiful countryside setting.
· 38 days paid holiday a year (including bank holidays, pro rata)
· Life insurance, EAP, pension, staff discounts on courses and food.
· Flexible working approach.
· Coaching and support.
· Opportunity to undertake further learning and training.


	Diversity

	Bore Place is committed to promoting a diverse and inclusive workplace where everyone can be themselves and succeed on merit. We strive to ensure that opportunities to work and develop at Bore Place are open to all. We treat all job applications equally, regardless of age, disability, gender identity or gender expression, race, ethnicity, religion or belief, sex, sexual orientation or any other equality characteristic.
Please notify us of any disability or things we can assist with at the earliest opportunity should you wish us to make any special arrangements for the application process or, if successful, for the role. We would be more than happy to make reasonable adjustments where appropriate. 

	Safeguarding

	The safety and welfare of children and other vulnerable people who use our services is extremely important to us and is why we pride ourselves on our Safeguarding procedures.  All positions at Bore Place are subject to Safer Recruitment which includes a Disclosure & Barring Service (DBS) check at the appropriate level.

	Right to work in the UK

	It is a requirement that any successful applicant has the right to work in the UK and can provide evidence of this. This would be an express term and condition of your employment with us. 
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