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	Role Profile   

	Career family  
	  

	Professional pathway  
	Facilities Management  

	Career family level  
	Team Leader / Manager (Tier 6)  

	Associated job 
summary overviews  
	Facilities Manager  

	Grade / Grade range  
	G12  

	Reference number  
	  



Purpose  
Lead and manage a team to deliver high-quality services aligned with organisational priorities. Responsible for overseeing performance, supporting staff development, and ensuring effective service delivery through planning, coordination, and problem-solving. Work closely with senior leaders and stakeholders to implement improvements and drive change. In addition to managing people, they will contribute their professional expertise to support decision-making and continuous improvement.  
  
Corporate accountabilities   
· Work with senior leaders to interpret strategic priorities and contribute to development and implementation of service delivery plans by the team   
· Demonstrate professionalism at all times and embrace matrix working with colleagues and partners, removing silos   
· Share best practice, coach, train and develop colleagues on work, systems and practices within the service   
· Ensure that team members have regular one to one meetings with their line managers and are clear on their objectives and how they are performing and developing.    
· Be aware of your responsibilities in relation to risk and work proactively with senior managers develop proposals that consider risks and benefits   
· Prevent or mitigate risks within your team and service, including risks to health and wellbeing   
· Be innovative - and seek to lead change.   
· Communicate clearly and effectively with a wide range of colleagues and customers, including the team you lead   

· Ensure that the team responds to enquires with appropriate and timely communications   
· Influence and negotiate with stakeholders to achieve desired outcomes   
· Act as an Equality, Diversity and Inclusion (EDI) role model, taking responsibility for learning about EDI and promoting an inclusive working environment.    
· Seek to enhance the health and wellbeing of yourself and others   
· Provide active leadership to drive improved environmental performance within your business area   
· Champion our organisation’s commitments to environmental sustainability with your teams, partners and suppliers   
· Ensure your team follow contract and finance policies, procedures and timelines to ensure the council's transactions, commitments, contracts, and essential accounting information are recorded completely, accurately, and promptly, informing operational/senior managers of deviation or financial risk.   
· Take responsibility to ensure your team support and respond to audits and enquiries in a professional and proactive manner.   
· Adhere to contract and financial policies, procedures and timelines to ensure the Council's transactions, commitments, contracts, and essential accounting information are recorded completely, accurately, and promptly.   
· Ensure your team manage contracts in accordance with the Council’s Contract Management Framework and each contract has a named owner. Ensure effective management of the contract in line with its risk classification and plan for major changes or contract renewal. Ensure effective escalation of performance issues or financial risk.  
· Take responsibility to ensure your team has the necessary skills and capacity to manage the contracts assigned to them professional and proactive manner.  
· Deputise for the Operational Manager/Senior Manager as required.  
  
Professional pathway accountabilities  
· Lead and manage a team to deliver high-quality services aligned with organisational priorities.  
· Set clear objectives, monitor performance, and support staff development.  
· Plan and allocate resources effectively to meet service demands and deadlines.  
· Ensure compliance with policies, procedures, and regulatory requirements.  
· Use data and feedback to drive service improvements and inform decision-making.  
· Represent the service in internal and external meetings, partnerships, or networks.  
· Manage risk and resolve complex issues affecting service delivery.  
· Foster a positive, inclusive, and high-performing team culture.  
· Work collaboratively with technical experts and stakeholders to deliver shared outcomes.  
  


	Essential skills, knowledge and experience required   

	Qualification NVQ level 3 in FM or in a similar discipline  

	Proven experience in leading and developing teams  

	Strong understanding of service planning, performance monitoring, and resource management  

	Ability to manage risk, resolve complex issues, and make informed decisions  

	Skilled in stakeholder engagement and partnership working  

	Knowledge of relevant policies, procedures, and compliance requirements  

	Experience delivering improvements in service quality or efficiency  


  
  
	Values and behaviours   

	Our organisational values underpin everything we do and say. In short: our values describe ‘the way we do things here’. They are:   
   
· Always learning   
· Be kind and caring   
· Equality and integrity   
· Take responsibility   
· Daring to do it differently   
   
For full details, please check our website at this link [Values]   
   


   
  
	Accessibility   

	If you (or anyone you know) needs this document in an alternative format i.e., Easy Read, large text, audio, Braille, or a community language, please contact your line manager to discuss your requirements or call the council’s customer services team on 01865 792422 and we will work with you to meet your needs.   
   


   




	Job Summary Overview  

	Job title  
	Facilities Manager  

	Career family  
	Facilities & Assets  

	Professional pathway  
	Facilities Management  

	Career family level   
	Team Leader / Manager (Tier 6)   

	Grade  
	G12  

	Reports to  
	Senior Area Facilities Manager  

	Financial responsibility  
	requires PO raising/invoicing, budget responsibility of up to £500k  

	Supervisory responsibility  
	Direct reports are as allocated, Assistant Facilities Managers, Senior Facilities Assistants, Facilities Assistants.  

	Reference number  
	  


  

  
	Job Summary   

	To support the Area Facilities Manager to manage the soft FM service across corporate sites, deputising for them as required, promoting best value and delivering an efficient and effective service which meets customer expectations and organisational requirements, is open to change and committed to ongoing service development and improvement. Accountable for; Managing the delivery of corporate contracts and corporate estate contracts locations; To lead, advise and signpost staff on Health & Safety compliance, sustainability and excellent customer service.   
  
· Manage and deliver soft FM services in designated corporate premises and on supplier contracts across the area for building based services.  
 
· Manage soft FM staff to provide effective site management at corporate premises, providing hands on support as necessary and ensuring effective communication across multiple sites  
· Instruct, oversee & approve work carried out by approved contractors via the FM Service Desk. Ensure risk assessments and method statements are adhered to and logged in appropriate site documentation.  
· Conduct and document regular facilities/property inspections. Ensure compliance with Health & Safety standards and industry codes and make sure that complaints are handled responsively and issues of concern with the service are promptly addressed.  
· Manage, support and be accountable for security and if applicable the process of office based cash handling. Ensure organisational accounting processes are followed, appropriate records are made and that audit standards are met across all financial transactions carried out by the soft FM team.  
· Manage all allocated budgets including issuing and processing recharges to Directorates and partnership organisations  

· Work with the Area Facilities Manager to identify and implement ongoing improvements in working practices in line with the Service Plan, Service Level Agreement, KPIs and quality assurance standards. Keep accurate records of known issues and action taken to address them.  

	•  Build up and maintain a good understanding of equipment and plant on-site to maximise the effectiveness and support you can offer.  

	· Provide advice, signposting and guidance on all Joint Property Services policies and procedures. Act as the contact/ responsible person for callouts/out of hours, record incidents and follow up as required within Health and Safety guidelines.  
· Manage and support soft FM staff to maintain and manage corporate sites. Conduct line management and development activities with designated staff.  
· To ensure successful delivery of the service that offers value for money and achieves targets set.  
· Coordinate stock orders and equipment requirements in order to achieve value for money and comply with local premises budgets. Handle invoicing and recharges in line with financial regulations and SLAs and be mindful of budgetary constraints when ordering goods and services.   
· Responsible for setting up and development of new and existing systems to capture and record activity and support the business and service delivery, sharing and promoting these with colleagues and partners.  To include, Hybrid Mail, postal services, ID badge creation, door access control.   
· Establish and maintain good working relationships with all suppliers and contractors to ensure efficient and effective delivery of service. Manage service contracts, with oversight from the Area Manager to ensure effective support. 
· Maximise the number of environmentally advantageous products and services used in soft FM. Act as an Energy champion for the site as part of energy saving initiatives.  
· Effective stakeholder management including suppliers, partners, customers, other service users, elected members and staff, and prioritise an effective and transparent communication style and approach with these groups.  
  
  
  


  
  
	Specific requirements  
	Essential  
Mark with   
	Desirable 
Mark with   

	Qualification NVQ level 3 in FM or in a similar discipline - able to demonstrate an understanding of the context around FM in both corporate and public spaces and of handling general FM functions (e.g. 
post, reception, cleaning, security, waste management, etc)  
	  
	  

	Good working knowledge of FM security and roles within this.  
	  
	  

	Experience of managing a multi-disciplinary team of staff and of implementing policies and strategies.  
	  
	  

	Demonstrable knowledge of financial and budget management.  
	  
	  

	Able to communicate effectively with suppliers and partners and maintain effective and beneficial working relationships  
	  
	  

	Be proficient with Microsoft Office Suite and able to write and present clear, coherent and persuasive information at all levels  
	  
	  

	Aware of how good quality customer service is supported by soft FM and able to build customer requirements into service delivery and planning.  
	  
	  

	Sound knowledge of relevant legislative requirements as they relate to soft FM in corporate and public services (e.g. Health & Safety at Work Act, Fire Regulations, GDPR, etc)  
	  
	  

	Organised, able to problem solve and assimilate information to inform decisions. Able to prioritise own workload and that of others.  
	  
	  

	Qualification in one or more of the following areas:   
· SIA Accreditation   
· IOSH   
· Facilities Management   
· Health and Safety   
  
	  
	  


  
  
	Working Arrangements  

	  
· The post is not politically restricted.  
Basic DBS check with Barring List is required.   
· Contractual base as detailed on contract, but you are able to work on a flexible basis in line with our Agile Working Policy   
· Able to travel across the county and work from various office locations within the county.  
  
  

	Health and Safety at Work [Completed by service lead]   

	  
All employees have responsibilities for health and safety – both for themselves, colleagues and the people we work with.    
   
The potential significant hazard(s) and risk(s) for this post are identified below (those ticked).   
   


    
	☐   
	Provision of personal care on a regular basis   
	☐   
	Driving HGV or LGV for work   

	☐   
	Regular manual handling (which includes assisting, manoeuvring, pushing and pulling) of people (including pupils) or objects   
	☐   
	Any other frequent driving or prolonged driving at work activities (e.g. long journeys driving own private vehicle or a council vehicle for work purposes)   

	☐   
	Working at height/ using ladders on a regular/ repetitive basis   
	☐   
	Restricted postural change – prolonged sitting   

	☐   
	Lone working on a regular basis   
	☐   
	Restricted postural change – prolonged standing   

	☐   
	Night work   
	☐   
	Regular/repetitive bending/ squatting/ kneeling/crouching   

	☐   
	Rotating shift work   
	☐   
	Manual cleaning/ domestic duties   

	☐   
	Working on/ or near a road   
	☐   
	Regular work outdoors   

	  
	Significant use of computers (display screen equipment)   
	☐   
	Work with vulnerable children or vulnerable adults   

	☐   
	Undertaking repetitive tasks   
	  
	Working with challenging behaviours   

	☐   
	Continual telephone use (call centres)   
	☐   
	Regular work with skin irritants/ allergens   

	☐   
	Work requiring hearing protection (exposure to noise above action levels)   
	☐   
	Regular work with respiratory irritants/ allergens (exposure to dust, fumes, chemicals, fibres)   

	☐   
	Work requiring respirators or masks   
	☐   
	Work with vibrating tools/ machinery   

	☐   
	Work involving food handling   
	☐   
	Work with waste, refuse   

	☐   
	Potential exposure to blood or bodily fluids   
	  
	Face-to-face contact with members of the public   

	☐   
	Other (please specify):    
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