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Job Description

	Job title:
	Asset Systems Officer

	Department/School:
	Department of Campus Infrastructure

	Grade:
	

	Location:
	University of Bath estate



	Job purpose

	
To support the IWMS Manager by taking day to day professional responsibility for the integrity, assurance and continuous improvement of asset, planned preventative maintenance and lifecycle information within the University's Integrated Workplace Management System (IWMS).

The post holder will act as the operational specialist for asset and PPM information, ensuring that records, maintenance relationships and lifecycle information are accurate, complete, traceable and capable of supporting statutory compliance, maintenance planning and investment decisions across the campus. The role will exercise independent judgement in investigating data and process issues, determine corrective action within delegated authority, lead defined data and system improvement activity, provide specialist advice and training to users, and undertake agreed Planon workflow, reporting and process development within the governance and permissions set by the IWMS Manager. Overall application ownership, major configuration, integrations, supplier governance and strategic system development remain with the IWMS Manager.




	Line manager 

	
IWMS Manager




	Staff management responsibility

	
No direct line management responsibility.
The post holder will coordinate and, where agreed, lead defined asset information, data quality and system improvement activity involving internal teams, project teams, consultants and contractors.
The role will provide specialist guidance, constructive challenge and training to users of Planon and associated asset management processes.




	Special conditions 

	
The role is based across the University campus and will require regular engagement with operational teams and occasional access to plant rooms, service areas and other operational spaces to validate asset information.

Maintaining the health and safety of yourself and others is of paramount importance. You are required to follow all University policies and procedures at all times and take account of University guidance.





	Main duties and responsibilities 

	1
	Take day to day professional responsibility, under the overall governance of the IWMS Manager, for the integrity, completeness, consistency and fitness for purpose of the University's asset register and associated maintenance information within Planon, applying agreed controls and standards across the campus.

	2
	Manage the controlled creation, amendment, transfer and decommissioning of asset records, determining the appropriate treatment of changes arising from maintenance activity, surveys, projects, refurbishment and equipment replacement within agreed authority.

	3
	Review and assure asset related planned preventative maintenance information and schedules, analysing the relationship between assets, maintenance regimes and planned activities and identifying gaps, duplication, inconsistencies or control weaknesses requiring corrective action.

	4
	Maintain and develop lifecycle information for assets, including age, condition, criticality, expected life, replacement need and other agreed attributes, and use this information to support maintenance priorities, condition assessment and future investment planning.

	5
	Plan and undertake regular data quality audits, reconciliations and exception reviews. Investigate discrepancies across system records, operational information, drawings and project documentation, identify root causes, assess options and determine corrective action within delegated authority, escalating material risks where required.

	6
	Specify and assure asset information requirements for capital projects, minor works and refurbishment activity, working with Project Managers, engineers, contractors and consultants to ensure asset, maintenance, compliance and lifecycle information is complete, accurate and suitable for operational acceptance.

	7
	Act as the specialist operational point of reference for asset, PPM, lifecycle and associated IWMS information. Provide guidance to colleagues, investigate user and process issues and resolve problems within agreed procedures and permissions, escalating significant application, integration or configuration matters to the IWMS Manager.

	8
	Work with the IWMS Manager and operational stakeholders to capture and translate business requirements into practical data and system solutions. Undertake defined development, testing and implementation of Planon workflows, forms, reports and data processes within delegated permissions and agreed governance arrangements.

	9
	Produce, interpret and present regular and ad hoc reports, dashboards and analysis on asset data, PPM performance, data quality, compliance information and lifecycle requirements, identifying trends, exceptions and risks and making evidence based recommendations to support management decision making.

	10
	Support statutory compliance and assurance by ensuring that relevant assets, maintenance regimes and planned activities are recorded consistently and traceably, and by working with technical and compliance leads to investigate and resolve information or reporting gaps that could affect assurance.

	11
	Apply and maintain agreed asset information standards, including naming conventions, asset hierarchies, mandatory data fields and classification standards. Monitor adherence, challenge incomplete or inconsistent information and contribute to structured information standards such as Uniclass or COBie where adopted by the University.

	12
	Plan and coordinate programmes of asset verification, data cleansing and improvement activity across multiple buildings and workstreams, setting priorities according to operational need, compliance risk, project milestones and available resources and monitoring progress to completion.

	13
	Establish and maintain effective working relationships with Maintenance, Engineering, Projects, Planning and Records, Sustainability and other Campus Infrastructure teams, and with contractors and consultants, using professional judgement and constructive challenge to ensure information is captured once, maintained accurately and used consistently.

	14
	Develop and maintain user guidance, controlled procedures and training materials for asset, PPM and relevant Planon processes. Deliver practical training and one to one support to users and promote consistent working practices across the service.

	15
	Keep abreast of developments in asset management, maintenance information, IWMS technology and data management practice. Evaluate their relevance to the University and make evidence based recommendations to the IWMS Manager for improvements that increase data quality, service efficiency, compliance assurance and the value obtained from Planon.

	16
	Use trained super user capability to implement agreed changes internally where appropriate, helping the University respond more quickly to operational requirements and reduce unnecessary reliance on externally purchased supplier development.

	17
	Contribute specialist asset and system information to business continuity, service planning and improvement activity, ensuring that risks, dependencies and data limitations are understood by the IWMS Manager and relevant technical leads.

	18
	You will from time to time be required to undertake other duties of a similar nature as reasonably required by your line manager and to follow all relevant legislation, University policies and procedures.





Person Specification
	Criteria
	Essential
	Desirable

	Qualifications and training

	Degree, Level 4 qualification in facilities management, asset management, building services, information management, data management systems or a closely related discipline, or significant relevant experience administering asset management systems in a complex organisation
	X
	

	Relevant professional qualification or membership, for example IWFM, IAM, CIBSE, RICS or another relevant professional body.
	
	X

	Formal training in Planon or another CAFM / IWMS platform.
	
	X

	Experience and knowledge

	Substantial experience of working with estate, facilities, maintenance or asset information in a complex, multi stakeholder organisation.
	X
	

	Practical experience of CAFM / IWMS systems, including the management and assurance of asset, planned preventative maintenance and associated operational data.
	X
	

	Strong working knowledge of asset registers, maintenance regimes, PPM principles and the relationship between accurate asset information, statutory compliance, operational delivery and lifecycle planning.
	X
	

	Experience of maintaining, validating and improving large or complex data sets, including investigating conflicting information, identifying root causes, assessing options and implementing corrective action.
	X
	

	Experience of producing and interpreting reports, dashboards and analysis from operational data and translating findings into clear recommendations for assurance or management decision making.
	X
	

	Experience of defining, receiving or assuring asset information from projects, maintenance teams, contractors or other stakeholders and ensuring required records are complete and suitable for operational use.
	X
	

	Experience of working independently and coordinating or leading defined workstreams or improvement activity across multiple deadlines, stakeholders and competing priorities.
	X
	

	Knowledge of statutory compliance information relevant to the built environment and the importance of accurate, traceable and auditable maintenance records.
	X
	

	Experience of Planon or a comparable CAFM / IWMS platform, including asset, PPM, workflow, reporting or controlled system change functionality.
	
	X

	Experience of asset lifecycle planning, condition information or long-term maintenance planning.
	X
	

	Experience of working in a large, multi-site or higher education estate.
	
	X

	Knowledge of structured asset information and data standards such as Uniclass, COBie, BIM related asset information requirements or comparable classification / governance standards.
	
	X

	Skills and aptitudes

	[bookmark: _Int_70lJZ7Xf]Strong analytical and problem solving skills, with the ability to work through complex or conflicting information, identify root causes, assess options and make sound independent judgements within delegated authority.
	X
	

	High level of accuracy and professional confidence, with the ability to challenge incomplete or inconsistent information, explain the consequences and pursue resolution with internal and external stakeholders.
	X
	

	Strong IT and data handling skills, including confident use of spreadsheets, databases, reporting tools and structured data sets.
	X
	

	Excellent written and verbal communication skills, including the ability to interpret and explain detailed technical, system, asset and maintenance information to audiences with different levels of knowledge.
	X
	

	Ability to establish effective working relationships and influence operational teams, managers, project staff, consultants, contractors and system users to achieve agreed information and service standards.
	X
	

	Ability to plan and coordinate audits, data improvement programmes and defined system or process improvement work across the campus with limited day to day supervision, setting priorities and monitoring progress against agreed outcomes.
	X
	

	Ability to prepare clear guidance and deliver effective training and specialist support to users with different levels of system and data knowledge.
	X
	

	A proactive approach to continuous improvement, with the ability to evaluate operational problems, develop practical options and recommend improvements to processes, workflows, reporting, controls and data quality.
	X
	

	Advanced skills in Microsoft Excel and reporting tools, Power BI or other data visualisation and dashboard tools.
	
	X







	Effective Behaviours Framework
The University has identified a set of effective behaviours which we value and have found to be consistent with high performance across the organisation. Part of the selection process for this post will be to assess whether candidates have demonstrably exhibited these behaviours previously. 


	Managing self and personal skills
Willing and able to assess and apply own skills, abilities and experience.  Being aware of own behaviour and how it impacts on others.


	Delivering excellent service
Providing the best quality service to all students and staff and to external customers e.g. clients, suppliers. Building genuine and open long-term relationships in order to drive up service standards.


	Finding innovative solutions
Taking a holistic view and working enthusiastically and with creativity to analyse problems and develop innovative and workable solutions.  Identifying opportunities for innovation.


	Embracing change
Adjusting to unfamiliar situations, demands and changing roles.  Seeing change as an opportunity and being receptive to new ideas.


	Using resources
Making effective use of available resources including people, information, networks and budgets.  Being aware of the financial and commercial aspects of the University.


	Engaging with the big picture
Seeing the work that you do in the context of the bigger picture e.g. in the context of what the University/other departments are striving to achieve and taking a long-term view.  Communicating vision clearly and enthusiastically to inspire and motivate others.


	Developing self and others
Showing commitment to own development and supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the University.


	Working with people
Working co-operatively with others in order to achieve objectives.  Demonstrating a commitment to diversity and applying a wider range of interpersonal skills. 


	Achieving results
Planning and organising workloads to ensure that deadlines are met within resource constraints.  Consistently meeting objectives and success criteria.
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