Job Description

Job Title:

 
Facilities Manager

Responsible to:  

Business Manager
Salary:     


Full time 36.5 hours a week all year Scale P01-PO3

Job Purpose: 
To provide effective facilities management of all building stock and services. In doing so, ensure that the buildings and accompanying grounds provide a high-quality learning environment for students and staff. 
Accountabilities

· Strategic 

To support the delivery of the School Development Plan priorities by devising and implementing a relevant rolling programme of maintenance and refurbishment for buildings and grounds. In doing so, ensure that the condition and appearance of the buildings and grounds uphold and enhance the school’s identity and commitment to quality.
To provide project planning and management support for the Business Manager on capital projects by liaising with contractors, architects and specialists so that such projects are completed successfully
To provide support for bid writing for external capital build funding
To be responsible for the estates budget, including health and safety and to advise the Headteacher, Business Manager and governors on annual priorities
To support the Business Manager in the procurement and supervision of contracts associated with the repair and maintenance of the buildings and estate
To ensure that contracts are delivered on time and within budget

To provide reports for the Governors’ Resources Committee and to prepare reports as and when necessary for the Business Manager and Headteacher
To ensure that the site is secure and that relevant contracts, systems and procedures are in place and operating effectively

To support the Business Manager in the scrutiny of the Asset Management Plan so that it is an accurate reflection of the site condition 

Undertake the maintenance of an inventory and review the suitability of all school plant, equipment, furniture and fixtures and fittings
To produce appropriate strategic reports, plans, policies and programmes for security property and energy management
To review and maintain whole school risk assessments in conjunction with the business Manager
To be responsible for the lettings programme for the school, supporting external customers, managing booking and charging system

· Maintenance
To ensure that the efficiency of environmental services, including electrical, gas, plumbing, hygiene, water services/systems are maintained and that service contracts are programmed and effectively deployed and best value
To ensure that site staff are appropriately trained and have the skills to respond efficiently to maintenance issues so that all staff can carry out their duties effectively and that teaching and learning is not compromised.
To liaise with all maintenance contractors so that work is carried out to specification and within agreed timescales. In doing so, ensure that all health and safety rules and security checks are observed so that the safety of the students and staff is not compromised
To monitor the quality of work carried out by contractors so that the principle of value for money is maintained.
To conduct feasibility surveys related to capital projects and maintenance and report to the Business Manager, Headteacher and governors as appropriate. 
· Leadership and Management of Personnel
To plan and implement duty and holiday rotas for site staff so that effective cover is provided during term and holiday times
To lead and manage all site staff on a daily basis and to monitor the quality and effectiveness of their work. In doing so, ensure that the deployment of site staff makes an effective contribution to the upkeep of the site, services, building and equipment. 

To deploy site staff on porterage and furniture requirements requested by staff

To ensure that site staff provide an effective customer service at school events and lettings

To act as a performance management team leader for all site staff 
To contribute to the recruitment and selection of site staff 
To ensure that all site staff are properly inducted when appropriate

To take appropriate action where staff under performance is identified

To ensure that the performance management of personnel is consistent with whole school policies and procedures
To ensure that site staff keep accurate records of inspections, checks, time sheets etc
To determine the training needs of site staff and ensure that they are appropriately trained to meet the requirements of their job description

Monitor the work of cleaning staff to ensure that the SLA is being delivered effectively

· Resource Management

To deploy resources so that this is consistent with the school’s financial regulations and procedures and to ensure best value for money for supplies, services, contracts, service level agreements
To monitor and evaluate the use of relevant resources in relation to best value principles

· Health and Safety

To ensure that all staff comply with health and safety rules and procedures 

To be responsible for health and safety inspections and reports ensuring that the school complies with legal requirements on fire safety and other health and safety related matter


To report promptly to the Business Manager any issues which may lead to or have led to a breach of regulations
To keep abreast of changes to H & S Law and to ensure that any changes are brought to the attention of the Business Manager and where appropriate the Headteacher/ governors, for subsequent action

In fulfilling these duties, the post holder must ensure the maintenance of accurate up to date records on all matters concerning the maintenance of the site, always having regard to: -

 Health and Safety at work requirements

 Statutory Regulations where those apply

 School Health and Safety Policies and Security Procedures

 Nationally agreed codes of practice

This job description is designed to outline the main duties and responsibilities associated with the post but are not intended to be an exhaustive list of all duties performed. It will be 
reviewed each year and it may be subject to modification or amendment at any time after consultation with the post-holder, Headteacher or representative.

We are committed to the safeguarding of children and DBS checks will apply to this post.

Person Specification

Facilities Manager

	Qualifications, Qualities and Attributes


	Essential
	Desirable
	Evidenced by

	Qualifications/Training



	Relevant experience of procurement of building contracts
	(
	
	Application

	Experience of working within the building/construction environment
	
	(
	Application

	Hold a relevant Health and Safety qualification
	
	(
	

	Valid driving licence 
	(
	
	Application

	Knowledge/Understanding



	Knowledge and understanding of Health and Safety & Risk Management and safety procedures
	(
	
	Application/Interview

	Knowledge and understanding of property management including planned and preventative maintenance and capital build management.
	(
	
	Application/Interview

	Quality control, management and implementation
	(
	
	Application/Interview

	Strategic planning and co-ordination
	(
	
	Application/Interview

	Knowledge of construction design and planning processes
	(
	
	Application/Interview

	Able to use initiative, evaluate information and exercise judgement and demonstrate a practical approach to solving problems
	(
	
	Application/Interview

	A commitment to high standards and evidence where this has been achieved
	(
	
	Application/Interview

	Excellent organisational and planning skills
	(
	
	Application/Interview

	Skills/Abilities



	An excellent communicator at all levels
	(
	
	Application/Interview

	Able to manage change and adapt working practices
	(
	
	Application/Interview

	Able to devolve responsibilities, delegate tasks and monitor outcomes
	(
	
	Application/Interview

	Has strong interpersonal skills working with individuals or within a team
	(
	
	Application/Interview

	Able to meet deadlines
	(
	
	Application/Interview

	Experienced in effective staff supervision and management 
	(
	
	Application/Interview

	General/Personal Qualities and Characteristics



	Strong motivator
	(
	
	Application/Interview

	Flexible and approachable
	(
	
	Application/Interview

	Able to work under pressure and keep calm in a crisis
	(
	
	Application/Interview

	An effective decision maker, able to think analytically
	(
	
	Application/Interview

	An excellent health, attendance and punctuality record
	(
	
	Application/Interview

	Resilient, enthusiastic and reliable
	(
	
	Application/Interview

	Able to retain confidentiality at all times
	(
	
	Application/Interview

	Committed to continued professional development
	(
	
	Application/Interview


We are committed to the safeguarding of children and DBS checks will apply to this post
