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RECRUITMENT 

 

REFERENCE NUMBER: FACSA0118 

JOB TITLE: Facilities and Security Administrator 

LOCATION:  Denham, Middlesex 

 

Martin-Baker is the world's leading manufacturer of ejection seats and related equipment. 

It is the only company that can offer a fully integrated escape system that satisfies the very latest in pilot 
operational capability and safety standards. Martin-Baker offers a complete 'end-to-end service’, from 
helping the customer to establish operational safety and escape requirements, including design, 
development and qualification, to on-going support throughout the entire service life of the aircraft. 

 
DEPARTMENT NAME:  Facilities  

JOB DESCRIPTION  

 
A vacancy has arisen for a Facilities and Security Administrator in the Facilities department at Denham. This 
role holder will be responsible for supporting the organization and coordinate the non-production 
maintenance activities required to ensure that the Martin Baker Sites, Buildings, Grounds and 
Infrastructures are maintained to a good standard and provide a safe environment for employees and 
visitors. 
 
AREAS OF RESPONSIBILITY: 

- The successful candidate will have Facilities Management or Building Services experience, excellent 
administration skills and have used CAFM Explorer, Concept Evolution, Maximo or similar CAFM 
systems. 

- Administration and maintenance of the MBA Facilities CAFM / Helpdesk reporting system, to 
ensure that all planned and reactive all tasks are processed, in a timely manner  

- Produce weekly reports covering metrics and performance (KPI’s / SLA’s) of the Facilities Team and 
Service Partners against completion of planned and reactive maintenance tasks  

- Assist the Facilities Maintenance Supervisor to ensure that the compliance register is up to date 
and that compliance tasks are scheduled and/or completed  

- Liaise with Contractors and Service Partners, to clearly communicate and ensure compliance with 
all MBA policies, guidelines and technical /contractual standards. 

- Ensure that all office paperwork is current and up to date and assist with the production and 
administration of all Departmental procedures 

- Creation and activation of security profiles for new Employees and Contractors, as directed by 
Human Resources, Facilities Manager and Departmental Security ‘Owners’, using the access control 
software program 

- Deactivation and/or removal of security profiles for Employees and Contractors who have left the 
company, as directed by Human Resources, Facilities Manager and Departmental Security 
‘Owners’. 
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- Maintain an up-to-date inventory of all security badging consumables, to include but not limited to; 
blank badges, lanyards, badging printer consumables etc. 

- Run daily security alarm history reports for the Facilities Manager and/or MBA Security 
Management Team as directed. 

 
EDUCATION & QUALIFICATIONS: 
 

- GSCE including English and Maths (A-C) 
 
PERSON SPECIFICATION: 
 

- Good communication and customer handling skills. 
- Able to manage multiple priorities and tight timescales. 
- Methodical with good attention to detail. 
- Good PC skills  

 
KNOWLEDGE & EXPERIENCE 
 
The ideal applicant will have: 
 

- Experience of working in a facilities maintenance/helpdesk administration role 
- Administration of CAFM/helpdesk software systems 

 
For all successful candidates, Martin-Baker will undertake background security checks. As part 
of this, we will need to confirm your identity, employment history and address history to cover 
the past five years as well as your nationality, immigration status and criminal record. For 
positions that require Security Clearance, the successful candidate must hold or be willing to 
obtain security clearance up to the relevant level for the role.  
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