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ROLE PROFILE

	Role Title
	Facilities Manager
	Grade / Salary
	E

	Directorate
	Area Director – Fiona Sutherland
	Department
	Employment & Skills

	Responsible to
	Area Manager - Prevention services
	Responsible for
	Facilities marketing & management


	Role Purpose

	· To generate income by achieving high levels of tenant occupancy and room bookings in order to meet agreed rental targets.

· To ensure the buildings are well maintained, ensuring health and safety standards and other relevant building management compliance.

· To promote the facilities and ensure that the resource is accessible to target groups within the community.

· To manage the staff and volunteers involved in the provision of the facilities management service and to work with other Thames Reach services based in these offices. 




	Responsibilities and Accountabilities

	
	          Marketing

· To promote the take up of office and workshop spaces, meeting spaces and function spaces through the use of our website, social media, utilisation of third party websites, targeted advertising, local and sector links and other promotional activities.

· To be familiar with competing centres and services within the local area.

· To lead on the organisation and management of events.

· To ensure customer enquiries are processed efficiently.

 
Building & Contract Management

· To keep the buildings fully functional, maintaining high standards of presentation and maintenance.

· To be responsible for all maintenance ensuring that appropriate repairs are carried out within a planned maintenance programme.

· To ensure procurement and tendering processes are correctly followed. 

· To set up and monitor emergency call out contracts with appropriate contractors, and to be the first point of call in the event of in and out of hours emergency.
· To manage all service contracts including cleaning contracts
· To ensure compliance with health and safety legislation, fire precautions, environmental, DDA, first aid, and other relevant legislation

· To manage effective administration procedures

· To identify improvements to the buildings, make recommendations and implement agreed improvements.

        Staff & Customer management

· To manage, supervise and support staff and volunteers 

· To carry out regular reviews and appraisals, arranging training as necessary. 

· To provide good customer service for tenants and clients

· To conduct viewings of spaces and facilities and explain letting terms

· To negotiate leases in conjunction with letting terms, and to ensure that tenants and clients comply with terms.

· Coordinate appropriate response to customer and tenant feedback, ensuring that complaints and comments are responded to effectively
        Financial management & income generation

· To work with the Thames Reach senior managers to agree and implement income generation and business development strategies

· To prepare and manage the budgets and meet operating targets.

· To exercise controls on expenditure, whilst maintaining high service standards
· To review and recommend rent levels, service charges and external hire fees.
· To work with the Finance Department to maximise rent collection 

· To review applications for appropriate licences and renewals. 

· To assist in the preparation of financial and other reports for the Senior Management Team and other bodies as necessary.



	Knowledge, Skills and Experience

	
	Experience
· Developing and implementing marketing strategies.

· Event management. 

· Managing a tenanted building.

· Budgetary management & income generation. 

· Contract Management/negotiation and supplier liaison.

· Managing staff (and/or volunteers), including supervision, appraisal and support of learning and development.

· Health & Safety compliance
Skills

· Highly organised, works well under pressure and able to plan and prioritise tasks whilst delivering to a high standard.

· Strong customer service skills / customer focussed.

(Demonstrable at Interview stage)

· Able to demonstrate initiative and good decision-making ability.

· Problem solving, including conflict management.

· Commercial and financial acumen.

· Good written and verbal communication with accuracy and attention to detail.

· Good understanding of technical equipment and a willingness to learn about new technologies.

· Excellent IT skills.

· Having a H&S qualification such as IOSH or NIBOSH would be advantageous

Qualities 

· Able to develop effective working relationships with members of the public and individuals from a range of organisations and other Thames Reach teams.
· Friendly, helpful and customer focussed.

· Adaptable and supportive. 

· Ability to work flexible hours (involving occasional evenings and weekends, with time off in lieu, where applicable).




	Leadership Competencies

	Attributes/behaviours the role holder must possess to be successful in the role

	Business Minded
	Keeps up to date with changes in the political, economic, social and technological environment which influence commercial awareness.  Well developed problem solving skills.


	Visionary and Passionate
	Stimulates a clear sense of purpose and direction. committed to making a difference for our client groups 


	Honest and Brave
	Acts with integrity, shares ideas and information; promotes openness and discussion; admits mistakes.  Takes difficult decisions and measured risks.



	Results Orientation
	Relentlessly and persistently improves on standards and results

	Finance and Resource Awareness
	Interprets and monitors financial information for a multi-million pound budget and is able to respond effectively to the information.


	Core Management Competencies 

	Attributes/behaviours the role holder must possess to be successful in the role

	Service Focused
	· Focuses on addressing organisational priorities and understands the success of Thames Reach depends on the primacy of the whole
· Able to represent Thames Reach effectively to all internal and external stakeholders
· Works in partnership with others and service users 
· Portrays the organisation in a positive light 


	Clarity of Purpose
	· Develop objectives linked to the business plan
· Communicates a clear vision to others
· Establishes clear priorities and keeps issues in proportion
· Focuses on quality, impact and outcomes
· Exercises judgement and confidence in decision making
· Takes ownership and responsibility for decisions that affect self, others and the organisation


	Managing Change and Innovation
	· Contributes to continuous organisational improvement and evaluation
· Anticipates the need for change and gets others on board
· Manages risks effectively and sensibly
· Responsive,  flexible and optimistic
· Communicates change positively
· Produces and encourages innovations and improvements in systems and practices


	Leadership / Managing Others
	· Provides constructive feedback on performance on a timely and regular basis; and coaching and developing others
· Maximises staff’s contribution to the organisation
· Rewards and recognises the value of employee  contribution to the organisation
· Encourages others to contribute ideas to improve the performance of self, others and the organisation 
· Empowers and manages through others
· Uses informal and formal procedures sensitively and appropriately
· Sees conflict as normal and healthy and effectively manages disagreements and differences of opinions 


	Managing and Developing Self
	· Self critical and reflective
· Emotional resilience 
· Manages upwards as well as downwards
· Identifies learning and development needs to enhance performance and help contribute to the achievement of the organisation’s objectives
· Actively addresses own continuous professional development needs
· Assesses and continually develops own competence, seeking and accepting feedback from others
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