[image: image1.jpg]WoT kzzm




Job Description
Job Title:

Facilities Lead
Salary:


Up to £24,000 (dependent on experience) + 8% non-contributory pension
	Hours:
	35 per week, Monday to Friday (including occasional weekend and evening work)

	Reporting to:
	Business Support Services Manager 


Routes to Work South are committed to working with partner agencies to deliver a flexible, accessible, client-centered service that will support local people who are out of work to progress and sustain employment, support local employers, and link opportunity and need.
Your role will involve managing our 3 facilities and associated maintenance staff, ensuring the smooth operating of the buildings, providing a high-quality service to colleagues, tenants, and contracts, and ensuring continued compliance with Health and Safety regulations and statutory requirements. 

The ideal candidate will be target driven, motivated, enthusiastic, an excellent communicator able to build strong relationships, hold a relevant health and safety qualification and have experience working in a similar role.
MAIN AIMS
The successful candidate will have excellent organisational skills and the ability to manage their time effectively and achieve maximum results whilst:
· Supervising the day-to-day activities of the Facilities team;
· Allocate duties and tasks in line with work scheduled;
· Ensure RTWS facilities continue to meet legislative, environmental, health and safety and security requirements;
· Identify and support the training and development requirements within Facilities Team.
MAIN DUTIES
· Managing the workflow and performance of the facilities team including reception staff ensuring that service standards, targets and quality are achieved at all times;
· Managing all health and safety related matters including policies, risk assessments, method statements and safe systems of work etc in line with relevant legislation;
· To provide efficient and effective site services by negotiating contracts, providing value for money and meet the needs of RTWS;
· Advising on energy efficiency and cost-effectiveness;

· To manage and implement all office refurbishments projects and office moves, as required;

· To ensure cleaning standards are maintained at all times; 

· Managing building maintenance activities and respond to emergencies appropriately including out of hours call outs;
· Preparing regular MI reports;
· To continuously maintain and improve services;

· Carry out any other ad hoc duties in line with organisational requirements.
TARGETS/KPI’S:

Routes to Work South are a performance and target driven organisation and targets and key performance indicators will be discussed and agreed with the post holder at induction.  
ESSENTIAL SKILLS & KNOWLEDGE
	Essential
	Desirable

	At least 3 years experience in a similar role and proven track record in leading a team to deliver a high-quality service.


	Previous experience of managing multiple facilities


	Valid Driving Licence and own transport


	Experienced in using Microsoft Office packages

	Hold a relevant H & S qualification or be working towards NEBOSH or IOSH
	

	Excellent people management skills

	

	Target and performance driven to achieve excellent level of service for internal and external customers


	

	Excellent interpersonal skills and a collaborative management style

	

	Pro-active and reactive to change and solution focussed

	

	Flexibility to cope with the varying demands of the role and achieve the desired results


	

	Ability to problem solve and respond appropriately to a variety of situations


	

	Willingness to work flexible hours to meet organisational needs where required.
	


The post holder should also demonstrate knowledge of:

· The ethos of the voluntary sector and potential income sources.

· Equal opportunities, use of language in its promotion, and its implications in the work of the organisation.[image: image2]
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