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 Job description
	Facilities Manager and Compliance Lead

	Immediate team
	Property Operations

	Service team
	Development and Corporate Landlord

	Line manager’s job title
	Property Operations Team Leader

	Number of direct reports
	 3

	Salary and grade 
	£52,892- £558,923 per year, Grade 7

	Duration of role
	Permanent months

	Hours per week
	37

	Location
	The designated office base is Abbey House, Abingdon. The councils operate in a truly flexible, and hybrid way where the focus is on outcomes not where you work.

	Employing council
	South Oxfordshire District Council

	Probationary period
	Six months

	Notice period
	One month (G1-8) 

	Annualised hours apply
	Yes

	DBS check required
	No

	Date job description updated
	July 2024


	About the role and what we’re looking for

	Job purpose

The aim of the Property Asset Management Team is to ensure that all properties are maintained safely, the facilities that we manage are run efficiently, and that we ensure customer service and best practice are given priority.

The purpose of this post is to oversee the management of maintenance works and maintenance projects, across the two districts. The role will ensure that works are compliant and undertaken safely.  The post holder will be required to ensure remedial, replacement and improvement projects are planned, funded, procured, and managed appropriately to the required outcome. This will include the performance management of contractors, scheduling of contractor visits, programming of works and arranging access. As part of compliance management, the post holder will be responsible for checking that all project documentation is accurately recorded, managed, and uploaded to the CAFM system. 

They will also be responsible for liaising with the internal client across different council services to ensure safety, statutory compliance, and to minimise the impact upon the councils’ business and services.  

Main duties and responsibilities

· To support the Senior Property Operations Officer and the Service Manager to provide strong and effective corporate and operational management of the service by:

· Undertaking the project management of works connected with repairs, maintenance, and refurbishment, across properties in the portfolio. 

· Ensuring statutory compliance, through experienced building management and contract knowledge.

· Procuring services/works: including writing procurement specifications and documentation in accordance with Council procedures. 

· Managing contractors through induction, key performance indicators and service level agreements. Overseeing contracts and ensuring that they are performing appropriately in line with the contract, and statutory compliance. 

· Arranging appointments, accompany visits, co-ordinate works between contractors, co-ordinate works with site managers, gather compliance documentation, ensure safe systems of work are in place and being followed. 

· Reporting progress to senior officers in a weekly update.  

· Providing input into process flows and procedures to provide efficient cross working within the whole property asset management team 

· Contributing to the service’s budget planning and monitoring and assisting with pricing future works for forward maintenance plans. 

· Checking/writing of risk assessments, method statements, permits to work, specifications, checking contractor documentation.    

· Proactively contributing to meetings within the service team, attending regular meetings with contractors to monitor performance and where relevant, represent property asset management within meetings across service areas 

· Manage the planned preventative maintenance for the Civic office and for those properties within the portfolio where facilities agreements are in place, for other services.
Ensuring strong and robust compliance through:
· Supporting the Senior Property Operations Officer and the Service Manager to embed any changes in culture and practice to meet the needs of the councils. Leading by example in modelling the conduct, behaviour and values expected of the councils’ employees to establish a working environment with a strong health, safety, and environmental ethos.

· Working with colleagues across the councils and with partners/contractors to deliver effectively and efficiently joined up projects, policies and initiatives to improve services.

· Maintaining an awareness and understanding of new legislation and/or best practice, relevant to compliance and construction, to ensure contract agreements, procedures and practice reflect any new obligations

· Supporting the Senior Property Operations Officer and the MRT lead to identify training required by in-house staff to ensure that in-house maintenance reaches required standards as set out in legislation or are recommended as best practice  

· Taking initiative for solving issues and problems

· Ensuring the councils’ policies and procedures are deployed correctly, notably health, safety and environmental, procurement and GDPR

· Ensuring that diversity and equality are respected and embedded throughout your practice, procurement of services, and delivery of maintenance projects.

· Ensuring that in the planning of project works, consideration and appropriate action is taken regarding the welfare and wellbeing of employees within the wider team, contractors and property users

· Ensuring that both in-house staff and contractors follow safe working practices, stopping work where necessary and proactively encouraging reporting of accidents, incidents and near misses

· Providing cover for the Senior Property Operations Officer or other direct reports they are unavailable through sickness, annual leave or have conflicting appointments. 

· Representing either council equally and without bias, to all outside bodies.
Specific to the service:

· act as compliance officer for both district councils with regard to planned preventative maintenance or project works. Manage contractors to ensure that legislation and codes of practice are adhered to.

· ensure PPM schedules are loaded and monitored on a monthly basis and that compliance is maintained across the property portfolio. Ensure that compliance documentation is uploaded to the CAFM system and that the document management processes are reviewed to ensure efficiency.

· write service/contract specifications in accordance with procurement guidelines to ensure maximum levels of performance are achieved through detailed requirements: attending to costs both upfront and ongoing, legislative specification, and in accordance with government approved codes of practice, in order to provide best value, quality services. 

· monitor and review the contractor’s performance in relation to the procurement specification and ensure performance is enhanced through regular two-way meetings, discussion of KPIs and the quality and accuracy of documentation

· liaise with other service areas to understand how property can best deliver compliance to the properties that they occupy. Work with service teams and support them to understand what compliance they are responsible for managing and what services need to be undertaken.

· ensure that both in-house staff and contractors follow safe working practices, stopping work where necessary and proactively encouraging reporting of accidents, incidents and near misses.

· provide specialist advice and support to other services, councillors, external groups on the provision of compliance management across all the property portfolio

· provide cover for both the Senior Property Operations Officer or the MRT lead, when either is unavailable through sickness, annual leave or has conflicting appointments

· undertaking all such duties and responsibilities determined by the head of service or service manager that is commensurate with the nature of the post

The duties may vary from time to time without changing the nature of the post or the level of responsibility and the post holder may also be required to carry out any other duties appropriate to the grading of the post. 


	About you

	Your essential skills, knowledge and experience
· Project management experience 

· Minor works/ maintenance project works experience 

· Strong interpersonal and intrapersonal skills 

· Strength of character to ensure safety and compliance are prioritised
Your essential qualifications

· At least 3 years’ experience in a similar role, including contract management

· Role requires a broad technical knowledge base, and experience should evidence a deep understanding of delivering statutory compliance management and small/medium works.

· GCSE English and Maths A-C or equivalent

· Facilities management or construction professional qualification. 

· Evidence of competence shown through CPD regarding health safety and compliance 

· Must hold a valid UK driving license 
If you have the following experience or qualifications – it’s a bonus 

· Experience in procuring contracts and managing contractors

· Local government experience preferred but not essential
Your style and behaviours
· A person who can demonstrate the strength of character needed to ensure that health, safety, and environmental protections are maintained.

· You possess well-developed communication skills including good listening skills

· You can provide professional advice confidently and tactfully

· You demonstrate a strong personal commitment to delivering first class services and continuous improvement

· You are an inclusive team player that’s able to motivate staff to perform at the highest possible level

· You demonstrate accountability and responsibility.

· You possess highly developed analytical skills to be able to identify and provide solutions to problems.

· You can handle competing priorities and to prioritise your own workload, and you can contribute to reducing workload through collaboration with colleagues. 

· You can consult and liaise effectively to build effective relationships and networks

· You demonstrate a commitment to self-development

· You are willing to travel between sites as required


	Work related requirements:

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2017; the requirement to fulfil all spoken aspects of the role with confidence in English applies.
	Yes

	Politically sensitive post
	No

	DBS check required
	No

	Full driving licence and use of a car for work
	Yes

	This role requires you to drive a company vehicle for work
	No

	About us

	Our Vision
We are customer focused and approachable. We are honest and open and are committed to providing high quality cost-effective public services.

Our Values
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Our vision and values are important to the councils, and we expect you to support them and embed them in the way we work.



	The benefits we offer

	· A basic 25 days annual leave per annum, rising to 30 days after five years.  You also have all the bank holidays to look forward to and time off between Christmas and New Year.

· Flexible working and annualised hours – a flexible approach to work that our employees love!

· Salary pay awards – most jobs give scope for a pay increase after six months or the following April (depending on your start date) and we also review salaries each April. 
· A generous career average pension scheme which includes life insurance of three times your salary

· The opportunity to purchase a bike through Cyclescheme (cheaper than directly through a store) so that you can cycle to work!

· Various schemes to keep you healthy (reduced gym membership, free swims, free eye tests for DSE users and more)

· We give you two days per year to volunteer within the local community.
· A range of resources, support, and activities to help you maintain your wellbeing including a monthly wellbeing hour in addition to annualised hours (the ability to work flexibly as long as, over the course of the year, you complete your contracted hours) and annual leave.


	How to apply

	Having read about our role if you have any questions please email George Day at George.Day@southandvale.gov.uk  
If this job excites you please complete our online application at https://southandvale.livevacancies.co.uk/#/ 

We look forward to hearing from you.
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