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VACANCY NOTICE


Tamil League is looking for qualified, experienced and dedicated persons who wish to be considered for employment on a contractual basis for the post of:

FACILITIES OFFICER

1. Job Purpose:

To ensure that the Hall, Sports and other facilities of the Club are maintained in a safe, functional, and presentable condition, and that all operational aspects run smoothly and cost-effectively.



2. General Terms of Employment

(i) The scheme of duties of the Facilities Officer is attached and is also available at the reception desk of the Club. 

(ii) Candidates must be prepared to work under pressure and in exceptional circumstances outside normal office hours, Sundays & Public Holidays and natural calamities.


3. Salary:

The post carries a minimum salary of Rs 25,000 monthly.

4. Mode of Application

(i) All applications should be made in writing and accompanied by copies of relevant educational/professional certificates and evidence of work experience claimed; 

(ii) All applications should be sent by registered post or be hand delivered to the Secretariat Tamil League, Martindale, Reduit and should be clearly marked on the top left-hand corner of the envelope ‘Facilities Officer’;

(iii) Applications should reach the Secretariat Tamil League by Friday 31st October 2025 at 
15 Hr 00 hours at latest.

5. Notes:       

(i) Late applications will not be considered. 
(ii) Only the best candidates will be called for the selection exercise.  
(iii)  Tamil League reserves the right not to make any appointment as a result of this advertisement.

Date: 05.09.2025
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Reports To: Secretary
Job Purpose:
To ensure that the Hall, Sports and other facilities of the Club are maintained in a safe, functional, and presentable condition, and that all operational aspects run smoothly and cost-effectively.

Key Duties and Responsibilities
1. Facility Maintenance and Management
a. Conduct regular inspections of the facilities and surrounding premises.
b. Schedule and oversee routine maintenance (cleaning, repairs, pest control, etc.).
c. Ensure all electrical, plumbing, and mechanical systems are functioning properly.
d. Maintain an updated maintenance log and schedule preventive maintenance.
e. Report and coordinate emergency repairs with contractors or service providers.
2. Venue Operations and Setup
a. Manage logistics for events and sports activities (e.g., seating, lighting, sound systems, equipment setup).
b. Liaise with event coordinators to ensure venue readiness and compliance with requirements.
3. Health, Safety, and Compliance
a. Monitor compliance with health and safety regulations (fire exits, hygiene, emergency equipment).
b. Ensure the facilities are compliant with local building and safety codes.
4. Asset and Inventory Management
a. Maintain an inventory of all furniture, sports equipment, tools, and facility assets.
b. Ensure all equipment is in working order and arrange repairs or replacements as needed.
c. Prevent misuse or damage of organisation’s assets through supervision and policy enforcement.
5. Staff and Contractor Supervision
a. Monitor the duties of staff of Tamil League. 
b. Supervise cleaners, maintenance crew, and security personnel (if applicable).
c. Coordinate with outsourced service providers (cleaning, electrical, plumbing, etc.).
d. Monitor performance and ensure adherence to service agreements and standards.

6. Client and Member Interaction
a. Act as point of contact for facility-related queries or complaints from clients, members, or users.
b. Provide on-site support during events and sports functions.
c. Enforce facility usage rules and resolve conflicts professionally.
7. Administrative Support
a. Issue and monitor Request for Proposals (i.e. quotations)
b. Assist in the preparation of procurement documents in line with the organisation’s policies.
c. Maintain logs of maintenance schedules, incidents, service provider visits, and inventory.
d. Submit regular reports to management on facility status, issues, and improvement needs.



Skills and Competencies
· Knowledge of facility/asset operations and control
· Attention to detail and problem-solving skills
· Strong organisational and planning ability
· Communication and interpersonal skills
· Ability to manage multiple tasks under pressure
· Ability to lead a team

Qualifications and Experience
· Pass at School Certificate level
· Experience in Asset Control, Building Services, or related field
· Familiarity with health and safety regulations
· Technical knowledge (plumbing, electrical, mechanical) is an advantage
· Computer literate
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