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Job Description

	1. POST DETAILS

	Business Centre:
	Corporate Services 

	Division:
	Strategic Land and Property Assets 

	Post Number:
	

	Working Hours:
	37

	Grade:
	

	Work Base:
	MMB

	Prepared/Agreed by:
	AW

	Date:
	22.8.22

	2. ORGANISATIONAL RELATIONSHIPS

	Reports to:
	Corporate Head of Assets and Regneration  

	Deputising Responsibility:
	For Corporate Head of Assets and Regeneration  

	Directly Supervises:
	Assistance Building Services Manager, Building Maintenance operatives RBCS employees, Business Graduate, Compliance Officers, Contracts Building Surveyor, 

	Indirectly Supervises:
	Indirectly Works with Planned Preventative Surveyors and Project Surveyor  

	3. JOB PURPOSE (What is the job trying to do?)

	1. Responsible for delivery high hard and soft  facilities management across the councils asset base both operational and investment.  You will be responsible for planning and ensuring contractual agreements deliver quality solutions and ongoing value for money.  The role will require effective performance and relationship management skills along with the ability to deploy commercial strategies that contributes towards the Council Corporate Plan.
2. You will be responsible for all facilities management contracts and will report to the Corporate Head of Assets and Regeneration and you drive forward commissioning, procurement and contract management.  You will have a large budgetary responsibility over £1M and lead on commercial change and policy improvement on our asset base ensuring all software systems are up to date.  You will be responsible for the Civic Centre and the opening and closing of the facility and ensuring all our stakeholders needs are met and that the Council can deliver its ongoing business needs. 
3. You will work closely with the Property Portfolio Manager and the Senior Building and Projects Manager to deliver a seamless service for all stakeholders internally or external. As part of this role you will manage projects including internal and external moves within the council’s property portfolio  and work with various teams within Runnymede to deliver agile smart working for our staff which will involve extensive space planning exercise and liaising with external stakeholders on specific needs and requirements . 
4. You will deputise for the Corporate Head as appropriate to support the delivery of the Corporate Business plan for the Council and the Team 
5. You will have a comprehensive understanding of Procurement and the relevant stages of the process ensuring a successful outcome.
6. Ability to manage contractors to ensure performance management on compliance, sustainability and works completed on our estate in timely manner and this is achieved across the whole estate 

	4. OBJECTIVES (What is the purpose of the job?)

	· Manage contracts and the Facilities management role across the Runnymede portfolio 
· Ensure high Facilities management services are to the highest standard meeting expectations of stakeholders and those in multi- site environment 
· Lead and manage a team and recognise excellent performance but also deal with non-performance in a structured way
· Identify training requirements to maintain the existing safe working practices and environment 
· Full compliance with health and safety across the portfolio along with ability to deliver a sustainable property estate 
· Manage rotas of staff (including out of hours) to ensure efficient and effective FM service 

	5. MAIN DUTIES OF THE POST

	1. To be responsible for the, assistant building services manager and building maintenance operatives who sit under our special purpose vehicle companies along with the business graduate.  
2. Ensure that the effective day to day running of the councils assets by ensuring we have successfully procured and tendered our contracts, performance managed contracts and all appropriate audit trials are in place in respect of compliance and in accordance with local government and council policy and process.
3. Procure external advisors (as required) and effectively manage them to ensure compliance with all our policies 
4. Ensure successful implementation of health and safety legislation policies and practices and in place across the whole of the council asset base and work with the key members of the team.
5. Comprehensive understanding of sustainability issues within property and how to deliver appropriate savings 
6. Assist the corporate head in the writing and delivery of the Teams business plan, business continuity plan and be part of any emergency planning that may occur in the Borough 
7. Manage complex rota for the team ensuring that cover is in place across the property portfolio and manage sensitive issues and provide advice and guidance to the Corporate Head and Strategic Leadership Team as appropriate.  Weekend working could be required
8. Ensure the Civic Centre is fit for purpose and able to deliver needs of our stakeholders.  You will be responsible for the opening and closing of the Civic Centre 
9. Implement risk management programme and undertake risk assessments and advise Corporate Head on issues affecting the service area 

	
General
The above is a record of the main duties and responsibilities of this post at a given date. The job may naturally change to meet the requirements of the service. If the changes are more significant your manager will discuss this with you.





Person Specification

	Please indicate whether the criteria are assessed again the application form or interview by using a  in the columns to the right.
	

	
	Method of Assessment

	
	App Form
	Interview

	Essential Qualifications
	
	

	
	
	

	IOSH/NEBOSH (or similar
	
	

	
	
	

	Educated to degree level or professional qualification ideally in building management, engineering or construction 
	
	

	
	
	

	Desirable Qualifications
	
	

	
	
	

	HND in facilities management or degree in building services/ engineering/construction or equivalent
	
	

	
	
	

	Project Management skills Prince 2 or similar 
	
	

	
	
	

	Essential Working Experience
	
	

	
	
	

	Proven track record of managing portfolio of properties and ability to manage all aspects of facilities management within a mixed portfolio  

Working and dealing with internal and external and stakeholders at all levels ensuing processes are in place for communication performance and assessment.  Ensuring at all our customers are informed of development 

Project Management Experience showing ability to organise plan KPIs being set along with: -
	







	







	Experience of managing and developing teams and ability to inspire lead and motivate to achieve visons and priorities

Planning and management of resources experience of prioritising workload, time management and dealing with conflicting priorities

Excellent financial acumen able to manage complex financial data 

Proven track record of understanding of Health and Safety and sustainability within a mixed portfolio

Extensive knowledge of contract management and specification writing of all elements relating to facilities   
	












	













	

	
	

	Desirable Working Experience
	
	

	
	
	

	Able to demonstrate political awareness 

Working knowledge of auto cad
	


	



	
	
	

	Essential Skills/Attributes
	
	

	
	
	

	Team player with good influencing skills and able to bring teams together to work effectively

Comprehensive understanding of procurement, and contract management 
	



	

	


	
	

	

Desirable Skills/Attributes
	
	

	
	
	

	Willingness to work flexible as and when required 
	
	

	
	
	

	Ability to remain calm under pressure 

Articulate 
	


	



	
	
	

	Essential Personal Qualities
	
	

	
	
	

	Self-motivated and able to work on own initiative 
	
	

	
	
	

	Able to demonstrate a range of interpersonal skills including diplomacy assertiveness and negotiation 
	
	

	
	
	

	Desirable Personal Qualities
	
	

	
	
	

	Honesty and Integrity 
	
	


	Other Requirements
	
	

	
	
	

	Driving licence essential

Ability to work weekends

Be an ILO for Emergency Planning within RBC   
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