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JOB DESCRIPTION

	JOB TITLE
	Facilities Manager

	EMPLOYER
	University of Brighton Academies Trust

	LOCATION (Academy)
	Robsack Wood Primary Academy

	RESPONSIBLE TO
	Executive Principal

	MAIN PURPOSE OF THE JOB
	To oversee the care, maintenance, cleaning and servicing of academy buildings
To maintain a clean, safe, hygienic and secure site
To manage staff and contractors
Monitor the delivery and performance of contracts

	MAIN TASKS / KEY RESPONSIBILITIES

	1
	To inspect, monitor, record and maintain Academy building and grounds maintenance standards, including the fabric, fittings, furnishings, furniture, decoration and resources of the buildings, grounds, vehicles, waste and equipment;

	2
	 To lead and manage FM staff, ensuring that the team provides a customer-facing service and that all service requirements are met through agreed Service Level Agreements and Key Performance Indicators;

	3
	To train and supervise FM staff, and supervise all building, grounds maintenance and external contractors work with strict adherence to Health and Safety regulations;

	4
	To be responsible for the setting up, arrangement and dismantlement of furniture and equipment for all ordinary and extraordinary Academy events, e.g. assemblies, school plays, Open Days etc;

	5
	To ensure, where possible, site access in the event of snow, flooding or other emergency, taking all necessary preventative measures to ensure the Academy is safe for occupancy;

	6
	To carry out security procedures for Academy buildings and grounds in accordance with the Academy’s policy, taking such measures as deemed suitable to ensure the protection of the Academy, e.g. correct function of lighting, alarms and CCTV systems;

	7
	To be responsible for the routine and emergency opening and closing of Academy premises and grounds, attending site for out of hours emergencies as required;

	8
	To contact the appropriate services in the event of the following emergencies: fire, flood, critical incident, break-in, vandalism or accident;

	9
	To liaise with suppliers and order caretaking, cleaning and DIY supplies, ensuring supplies are maintained, and receive and / or distribute store deliveries within the Academy;

	10
	To use and monitor a Planned Preventative Maintenance Programme, as directed;

	11
	To be involved in the planning of work with outside contractors, obtaining quotes and advising on the prioritisation of site repairs and maintenance. To raise orders with contractors, provide access to and direct / monitor the work of contractors and budget responsibility;

	12
	To oversee and be responsible for the provision of cover for Academy lettings and associated activities;

	13
	Overseeing, monitoring and providing support to the Cleaning teams, undertaking cleaning duties as required;

	14
	To participate in professional development activities and performance management activities as required and to attend weekly briefings;

	15
	To carry out all activities in line with the Academy’s policies for Health and Safety, Safeguarding and Child Protection and Equal Opportunities;

	16
	To undertake other reasonable duties as directed by your line manager;

	This Job Description is correct at the time of print and gives the main responsibilities and tasks of the role.  These may however be changed or added to as appropriate.

	There may also be the need for staff to undertake additional duties from time to time, appropriate to the level of the post.  Should these additional tasks become a frequent part of the role, the job description will be revised through consultation with the post holder.

	Date: 5th November 2018

	Additional Information

	· This post is subject to an Enhanced Criminal Record Check

	· This post is exempt from the Rehabilitation of Offenders Act (1974) – applicants must be prepared to disclose all criminal convictions and cautions including those that would otherwise be spent under the Act.

	University of Brighton Academies Trust is committed to safeguarding and promoting the welfare of children and young people, and expects all staff and volunteers to share this commitment.




PERSON SPECIFICATION


1. Knowledge and Experience
0. The ability to lead, understand and apply regulations such as health & safety, manual handling, COSHH, Legionella, etc.
0. The ability to operate and understand electrical/mechanical systems.
0. Competent at basic building repairs and maintenance.
0. To be able to use small industrial, electrical and mechanical equipment.
0. Staff and contractor management experience.
1. Skills & Abilities
1. Ability to perform the physical tasks required by the post including lifting, carrying and pushing various equipment to undertake the duties of the post
1. Good communication skills
1. Excellent numeracy and literacy skills
1. Good IT skills in order to complete an electronic maintenance schedule 
1. Sound planning and negotiating skills
1. Ability to gather information, analyse data, provide timely reports and problem solve
1. Ability to manage own time effectively and demonstrate initiative including establishing priorities for yourself and the team
1. Ability to encourage, advise and support other staff
1. Ability to prioritise and manage workflow whilst maintaining a flexible approach to respond to reactive requests
1. Display a conscientious and logical approach to the variety of tasks necessary for the smooth running of the academy
1. Ability to manage people effectively both directly and indirectly
1. Ability to adapt to changing and conflicting demands
1. Desirable Criteria
2.  Previous experience of working in an educational environment 
2. Hold recognised training/qualifications or relevant experience associated with premises management
2. [bookmark: _GoBack]Significant experience or skills in a trade
2. Risk Assessment experience/qualification
2. Knowledge and experience in implementing a Planned Maintenance Schedule
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