JOB DESCRIPTION

Job Title:

Buildings & Facilities Manager
 
Service:

Central Services


Grade: 

M8
Car Status:
Essential car user

Reports to:
Head of Administrative & Property Services
General description of duties:


To oversee delivery of building and facility management services across the Council’s estate ensuring the Council provides a safe and comfortable environment for building users, complying with all property related legislation whilst maintaining effective financial management and continuous improvement.
Summary of Main Functions
Buildings & Facilities

1. Provide support and advice to the Council, its senior Management Team, and all teams across the Council in relation to the provision of buildings and facilities.


2. Manage the Council’s Building Repairs Reserve Expenditure Plan (BRREP) each year, including setting the BRREP in liaison with other Council Services and reporting to the Council’s Management Team, budget monitoring during the year and calculating the end of year outturn in liaison with Financial Services and reporting to the Council’s Management Team.
3. Manage and assist staff deliver building and facility services to ensure maintenance of the Council’s property portfolio to acceptable levels in accordance with budget provision and contract terms using external contractors where required, which will include both planned and reactive works.
4. Ensure the Council complies with its statutory requirements in relation to buildings and facilities and that all relevant policies are up to date and regularly reviewed.
5. Be responsible for maintaining the Council’s Asbestos Register to comply with legislation.
6. Act as the Responsible Person in line with the Council’s Management of Legionella Policy.

7. Take a lead role in the process of routine procurement of building/facilities related services, including works, in liaison with the Mid-Kent Procurement Team.
8. Manage the Council’s utility contracts.
9. Manage the Print and Post Room team in providing an efficient and effective printing and reprographics service for the Council.

10. Manage caretaking and cleaning sections to ensure building security and cleanliness, preparation of meeting rooms etc.  Also provision of a courier service between Council office sites.

General duties
1. Attend meetings such as internal liaison meetings and Management Team meetings producing reports, minutes and agendas where necessary.

2. Assist in the organisation/participation of special corporate events/projects.
3. Participate in the Council’s Emergency Plan.
4. Undertake such other duties as may be reasonably required by the Director of Central Services
Other factors:



This job description has been prepared as a working document to identify the main areas of responsibility of the post.  It is not intended to be a definitive statement of the duties of the post, nor specifically to exclude any task which the post-holder might reasonably be required to undertake
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PERSON SPECIFICATION

Post: Buildings & Facilities Manager
Grade: M8
Service: Central Services
Responsible to: Head of Administrative & Property Services 

Qualifications

Essential
· Relevant professional, technical or vocational qualification, or equivalent substantial experience in buildings, property or facilities management.

· Evidence of relevant continuing professional development.

Desirable
· Membership of, or eligibility for membership of, a relevant professional body such as IWFM, RICS or CIOB.

· Relevant health and safety qualification, for example NEBOSH or IOSH.

Experience

Essential
· Significant practical experience of buildings, property or facilities management.

· Experience of managing planned and reactive building maintenance.

· Experience of managing contractors and monitoring the quality and performance of contracted services.

· Experience of managing budgets and controlling expenditure.

· Experience of procurement and/or contract management.

· Experience of ensuring compliance with statutory and regulatory requirements relating to buildings and facilities.

· Experience of managing staff and delivering effective operational services.

Desirable
· Experience of working within a local authority or other public sector organisation.

· Experience of managing a varied property portfolio, including leisure centres.

· Experience of managing facilities services such as cleaning, caretaking, security, print/post or similar operational functions.

Knowledge

Essential
· Good practical knowledge of building and facilities management, including building services.

· Sound understanding of relevant health and safety requirements and the statutory responsibilities associated with managing buildings.

· Knowledge of planned and reactive maintenance arrangements.

· Understanding of effective contractor and contract management.

· Good understanding of budget management and financial control.

· Understanding of procurement principles.

Desirable
· Knowledge of building related statutory responsibilities.

· Knowledge of legionella management and the responsibilities associated with water hygiene.

· Understanding of energy and utilities management.

These areas reflect the specific compliance, maintenance, procurement, utility and financial responsibilities allocated to the post in the job description. 

Skills and Abilities

Essential
· Strong organisational skills with the ability to plan and prioritise a varied workload.

· Ability to identify problems and develop practical and proportionate solutions.

· Ability to manage projects and programmes of maintenance works effectively.

· Strong written and verbal communication skills, including the ability to provide clear advice to managers and colleagues.

· Ability to develop effective working relationships with contractors, colleagues and external organisations.

· Ability to prepare clear reports and present information to senior managers.

· Good financial and numerical skills.

· Ability to lead, motivate and manage staff effectively.

· Competent in the use of IT and standard Microsoft Office applications.

· Ability to work independently, use initiative and exercise sound professional judgement.

· Ability to respond effectively to urgent and competing operational priorities.

Personal Attributes

Essential
· Proactive and practical approach to service delivery.

· Strong customer and service focus.

· Able to remain calm and organised when dealing with urgent building or facilities issues.

· Commitment to delivering safe, efficient and well-maintained working environments.

· Collaborative approach and willingness to work across services.

· Commitment to continuous improvement and achieving value for money.

Other Requirements

Essential
· Ability and willingness to travel between Council sites and other locations as required.

· Ability to attend sites and respond to building or facilities-related issues as required by the role.

· Willingness to participate in the Council’s emergency planning arrangements.

The job description identifies the post as an Essential Car User and includes participation in the Council’s Emergency Plan.
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