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Job Description

Post title: Infrastructure Support Officer
Date last updated/evaluated: July 2026
Author: Marie Cross
School / Department:			Office of the President and Vice-Chancellor
Faculty / Directorate:			Professional Services
Job Family:				Community and Operational (CAO)
Grade:					Level 2b
ERE Pathway (if applicable):		Not applicable
Post reporting to:			Infrastructure Officer and University Driver
Post line report(s):			None
Post base location:			Campus : Highfield Campus

Job purpose: 	To provide a professional driving and car service to University Management and VIP guests of the University. 
To provide dedicated caretaking services to Building 37 and provide other services as required by the Building Manager.
Key accountabilities and indicative time allocation:
1. 35%
To provide a professional driving and car service for University Management and to Visiting Dignitaries and be aware at all time of the high profile and public nature of the position.
2. 5%
To manage all transport arrangements and route planning.
3. 5%
To ensure that the University car is kept roadworthy and in a safe and suitable condition at all times.
4. 5%
To participate in training programmes as required, including the Advanced Driving Certificate and Defensive Driving Techniques.
5. 25%
To provide a caretaker service to Building 37.

6. 5%
To replenish stocks and building materials using Agresso for supply ordering.
7. 5%
To provide formal training for colleagues including DSE Checks and Emergency Evacuation Lift procedures.
8. 5%
To provide administrative support to the building support team.
9. 5%
To work with the Infrastructure Officer and University Driver to ensure periods of leave and absences are covered appropriately.
10. 5%
Any other duties as allocated by the line manager following consultation with the post holder.

Internal and external relationships:
Departmental management and University senior management
Other members of the department/University staff
External customers
Relevant suppliers and external contacts

Special requirements:
Flexible in terms of working hours which will include evenings and some weekends as part of the regular rota.
Polite and good interpersonal skills.
Keep accurate records.
Provide excellent Customer Service.
Current valid, clean UK driving licence.
Confidentiality at all times.



Person Specification – Skills and Competencies
[bookmark: _Hlk187230474]All essential and desirable criteria outlined in this Person Specification will be assessed through a combination of recruitment application and CV, and where applicable numerical or written assessment.
Knowledge, Experience and Qualifications
Essential
· Skill level equivalent to achievement of NVQ2, GCSE, City and Guilds with some relevant work experience.
· Able to demonstrate a sufficient knowledge of work systems, equipment, processes and standard IT packages.
· Able to demonstrate good knowledge of car maintenance.
· Able to demonstrate the requisite skills to drive the University car safely, securely and within the legal and medical requirements.
· Previous experience as a professional driver, caretaker or similar position.

Desirable
· Knowledge of basic Health and Safety.
· Agresso and Planon training.

Teamwork and Communication
Essential
· Able to contribute to team efficiency through sharing information and constructively supporting others.
· Able to work as part of a team and ensure that progress is recorded and reported to ensure that requests are actioned and resolved.
· Must be able to manage staff requests and negotiate appropriate solutions. 
· Able to seek and clarify detail.
· Able to explain procedures and provide assistance where necessary.
· Able to communicate well with team members and be customer-focused

Planning, Organisation and Resource Management
Essential
· Able to effectively organise allocated work activities and assist in the effective organisation of non-standard tasks and events.
· Able to carry out allocated, prescribed tasks to time and to the standard required. 

Problem Solving and Initiative
Essential
· Able to solve a range of problems by responding to varying circumstances, whilst working within standard procedures.
· Able to respond to non-standard tasks or events when required.
· Able to use own judgement as to when to seek advice from a more senior colleague.
· Be self-motivated and able to work under pressure.

Special Requirements
Essential
· Current valid, clean UK driving licence.
· Be prepared to work flexibly during busy periods.

Job Hazard Assessment
A full health clearance is required for this role where any hazards marked “^”, using the agreed Occupational Health referral template available from here. Where a full health clearance is required, this will apply to all role holders, including existing members of staff.
Physical Environment
[bookmark: _Hlk181968470]Working outside ^							Occasionally <30% Time
Exposure to noise levels >80dbA ^					Occasionally <30% Time
Working with dust or fumes ^						Occasionally <30% Time
Working with skin irritants ^						Occasionally <30% Time
Working with chemicals (industrial or cleaning) ^			Occasionally <30% Time
Working in a confined space ^					Occasionally <30% Time
Working at height ^							Occasionally <30% Time
Working with sewage ^						Not applicable
Contact with cytotoxins ^						Not applicable
Exposure Prone Procedure (EPP) work ^				Not applicable
Contact with clinical specimens or pathology work ^		Not applicable
Direct patient care or patient contact					Not applicable
Exposure to temperature extremes					Occasionally <30% Time
Frequent hand washing						Occasionally <30% Time
Ionising radiation							Not applicable

Psychological and Social Environment
Working shifts ^							Occasionally <30% Time
Working nights ^							Occasionally <30% Time
Lone working								Occasionally <30% Time
Working with children							Not applicable
Exposure to persons with challenging behaviour			Occasionally <30% Time
Working with larger groups						Not applicable

Equipment, Tools and Machines
Working with vibrating machinery or tools ^				Not applicable
Driving duties e.g. LGV, PCVs, forklift trucks ^			Frequently 30-60% Time
Food handling								Not applicable
Contact with latex							Not applicable

Physical Abilities
Prolonged physical movements or actions e.g. walking ^		Occasionally <30% Time
Prolonged Standing or Sitting	 ^					Occasionally <30% Time
Moving or handling heavy loads ^					Frequently 30-60% Time
Repetitive pulling or pushing ^					Occasionally <30% Time
Repetitive climbing (steps, stools, ladders, stairs) ^			Occasionally <30% Time
Repetitive crouching, kneeling or stooping				Occasionally <30% Time
Repetitive lifting							Occasionally <30% Time
Fine motor grips (e.g. pipetting)					Not applicable
Repetitive reaching below shoulder height				Occasionally <30% Time
Repetitive reaching at shoulder height				Occasionally <30% Time
Repetitive reaching above shoulder height				Occasionally <30% Time
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