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Generic job description and selection criteria 
	Job title
	Buildings/Facilities Manager

	Department
	

	Grade and salary
	Grade 7


Job description

Overview of the role
Responsible for the day to day management of the building and facilities in a department, including the management of a team of technical personnel
Responsibilities/duties 
· Oversee the efficient running of all building support services, managing the response to requests for general maintenance and repairs including but not limited to; air handling, heating, water, power, extract systems, fume cupboards and air conditioning, equipment and furniture
· Day to day management of buildings security and security systems, including fob access system, all keys, fire panels, access to plant rooms and CCTV, liaising with Security and Fire Services in callout, weekly testing, and occasional disablement for operational purposes

· First point of contact to provide day to day 24-hour emergency front line response to problems. Liaising with groups experiencing problems with building services. Managing response including shut down of services, incident management and rectification
· Management of the Facilities budget and responsibility for its expenditure 

· Identifying projects to improve service levels across all of the facilities service delivery teams
· Negotiating contracts for maintenance of the systems and services with suppliers

· Liaise with Estates Services, contractors, and stakeholders with regard to the maintenance of the building and its services as required

· Line management of the Facilities team, including responsibility for their development and training 

· Undertake or assist in the management of construction and refurbishment projects within the premises, competitively tendering, attending site and design meetings as required, and reporting. Also to undertake and directly manage smaller works as appropriate and with due consideration of University policy.

· Be an active member of the University’s Facilities Managers Forum
Selection criteria 
Essential
· Proven experience in facilities management in a relevant environment
· Facilities management qualification, such as British Institute of Facilities Management (BIFM), or equivalent experience
· Good knowledge of relevant statutory UK/EU legislation relating to building systems, waste management, and health and safety
· Staff management experience and the ability to motivate others.
· Experience of budget management

· Procurement experience including the tendering of maintenance contracts and services and strong negotiating skills 

· Excellent interpersonal and communications skills with the ability to build and maintain relationships with internal and external stakeholders at all levels
· Knowledge of building management system and PAT testing software
· Ability to organise work time efficiently and  handle competing priorities to deliver results to a required high standard and to deadlines
· Strong IT skills with working knowledge of MS office including Word and Excel
Desirable

· Experience of liaising with and managing multiple companies and departments
· Previous experience in the relevant environment
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