Updated August 26
Job Summary

	Post Title
	Building Manager
	 Pay Grade
	Grade 6

	Directorate 

Service Area
	Communities Directorate

Corporate Property & Assets, Estate Management
	Line Manager
	Corporate Facilities Workplace Manager

	Post Number/s
(Mandatory for existing posts,
If multiple posts state all)
	91150920 – Gateway
91150934 – Walton Street
NEW ROLE – Denmark Street
	If existing post is the post title changing? If yes state both
	N


	JE/GAR reference number (Mandatory for existing posts)
	
	Work Location
(state Council office)
	91150920 – Gateway
91150934 – Walton Street
NEW ROLE – Denmark Street

	Work style
(Delete as applicable)
	Fixed
	Job Family
&
Role Profile
	OS06M

	DBS Check Required?
	No

	Politically Restricted Post?
	No

The Local Government and Housing Act 1989 prevents certain officers from taking part in political activities, such as holding office as a local councillor.
There are broadly two categories of restricted posts:
Posts which are ‘specified’ as per Section 2(1) of the LGHA 1989 and Posts which are ‘sensitive’, which means that they are politically restricted by virtue of the nature of the role, rather than the job title.



	Job Purpose and Job Context

	Lead responsibility for the management and delivery of Facilities Management services within a designated corporate building. Act as the Competent Person, ensuring effective day-to-day coordination of operational health and safety matters and compliance with relevant regulations. The role requires daily on-site presence and the ability to undertake physical activities as needed. Contribute to and support wider cross-county Facilities Management operations as required.

	Main Responsibilities and Duties




	· Working within and ensuring compliance with the Health and Safety at Work Act 1974, subsequent regulations, and Buckinghamshire Council policies. Implementing health and safety policies and ensuring procedures are followed.
· Organising up-to-date risk assessments and health and safety inspections and carrying out any required actions in conjunction with the Corporate Facilities Workplace Manager. This includes reviewing Fire Risk Assessments (FRAs) and ensuring fire evacuation plans and assembly point signage are in place.
· Day-to-day coordination of operational health and safety matters, ensuring the Council fulfils its responsibilities to provide a safe and healthy working and operational environment. Responsible for a team of staff, including all management activities such as 1:1 meetings, C4P meetings, team meetings, administration, training and welfare requirements, applying emotional intelligence. Ensuring there is always an FM presence on site to support staff and tenants.
· Management of relevant staffing and equipment/material budgets.
· Assisting with the triaging of requests to and from the Helpdesk, ensuring the appropriate contractor is assigned to undertake work. Supporting contractor selection and managing low-level works on site as directed.
· Reporting building repair and maintenance issues to the Helpdesk.
· Day-to-day management and coordination of all contractors on site.
· Ensuring security services meet the daily requirements of customers, staff, tenants and Members, including effective contractor management.
· Maintaining overall building security, including opening and closing of the premises, which may involve early morning, evening and occasional weekend working. Ensuring the building is available for occupancy in line with agreed schedules.
· Ensuring appropriate responses to security and fire alarms and liaising with emergency services, including maintaining effective lockdown procedures.
· Ensuring appropriate out-of-hours on-call arrangements are in place.
· Overseeing daily operation of relevant contracts, including but not limited to, cleaning, consumables, security, grounds maintenance, intruder monitoring and access control.

	Accountability

	· If this role manages a budget, please state the size of the budget: <£25K
· If this role monitors a budget, please state the size of the budget: N/A
· How many direct reports does this job have in its reporting line? 2x Buildings Assistants (Grade 2)
· How many indirect reports does this job have in its reporting line? None

	Scope for forward planning and deadlines

		Planning & deadline requirements (tick all that apply):
	P
	Provide Job Specific Examples

	Up to 3 months
	P
	Coordinates day-to-day building operations, contractor activities, compliance actions, room bookings and staffing resources to meet operational requirements and customer needs.

	1 year
	P
	Plans annual compliance inspections, contractor service programmes, staffing arrangements, training activities and building service requirements to ensure safe and effective operation of the premises.

	3-5 years
	P
	Contributes to long-term facilities management planning, asset maintenance requirements, service improvements and building operational resilience to support future service delivery.




	Values and Behaviours

	We expect your values and behaviours to reflect the values of the organisation:
Proud 
· Perform to your best every day
· Cares about delivering the role and setting high standards
· Upholds the reputation of the service and the wider Council 
Ambitious 
· Ambitious to learn, develop and fulfil potential
· Ambitious to do things better 
· Solution focused looking for suitable resolutions
Collaborative 
· Effectively engages with others sharing ideas and solutions
· Able to look at things from different perspectives
· Happy to work with others to achieve outcomes
Trustworthy 
· Accountable for actions
· Behaves professionally and to professional standards
· Quick to respond and show initiative



The following criteria will be assessed from information provided on your completed application form, during the shortlisting and assessment process, and from your references.
	Knowledge, Skills and Experience 
(taken from role profile to complete)
	Job Specific Examples
	Essential
	Desirable

	Substantial relevant experience of working in the service area / profession, with evidence of specialist knowledge and work responsibilities appropriate to the role.
	Manages the delivery of facilities management services within a corporate building, ensuring the safe, secure and efficient operation of the premises and associated services.
	P
	

	Proven experience in the competent and safe operation, maintenance and security of specialised equipment relevant to the role.
	Oversees the operation and maintenance of building security systems, access control systems, fire safety systems and other facilities management equipment.
	P
	

	Authoritative knowledge of relevant systems, policies, regulations, professional guidelines and legislation.
	Applies Health and Safety at Work legislation, fire safety requirements, risk management procedures, financial regulations and Council policies to ensure compliance across the building.
	P
	

	Good knowledge of service. Understanding of wider sector / external influences.
	Demonstrates an understanding of facilities management services, health and safety responsibilities, contractor management requirements and customer service expectations within a public sector environment.
	P
	

	Good customer service skills, with experience of resolving escalated and complex customer queries.
	Responds to and resolves complex building, facilities and customer service issues, ensuring service continuity and customer satisfaction.
	P
	

	Good communication and interpersonal skills. Proven ability to negotiate with, persuade and influence others.
	Communicates effectively with staff, tenants, Members, contractors and visitors, influencing positive outcomes and ensuring operational requirements are met.
	P
	

	Good literacy, numeracy and report writing skills.
	Maintains accurate records relating to health and safety, compliance inspections, incidents, contractor activities, budgets and operational performance.
	P
	

	Proven ability to build and maintain relationships and engage successfully with stakeholder community.
	Develops productive working relationships with customers, tenants, contractors, service providers and internal departments to support building operations and service delivery.
	P
	

	Good planning and organisational skills, with proven ability to prioritise and co-ordinate workloads, monitor and evaluate work, to ensure deadlines are achieved.
	Coordinates facilities management activities, contractor works, compliance actions and building operations to ensure service standards and deadlines are achieved.
	P
	

	Experience of contributing to service and business planning.
	Contributes to facilities management service planning, operational improvements and the development of building management procedures and standards.
	P
	

	Proven initiative and judgement to identify, investigate, analyse and resolve problems, and recommend workable and cost effective solutions within time constraints.
	Investigates operational issues, health and safety concerns and building-related problems, implementing practical and cost-effective solutions.
	P
	

	Good ICT skills including both standard Microsoft applications and specialist systems.
	Uses Microsoft applications, helpdesk systems, SAP and facilities management systems to manage operational activities, records and reporting.
	P
	

	Budget management experience.
	Manages budgets for staffing, equipment, consumables and building-related services, ensuring value for money and effective resource allocation.
	P
	

	Experience of development, motivation and supervision of staff. Proven ability to monitor their performance and if necessary, take corrective action.
	Supervises Building Assistants, providing leadership, performance management, training and development to maintain service standards.
	P
	

	Qualifications 
(taken from role profile to complete)
	Essential
	Desirable

	GCSE English and Maths or equivalent
	P
	

	Educated to NVQ 3 / degree standard or equivalent
	P
	

	Relevant vocational qualification e.g. City and Guilds
	
	P

	NEBOSH or Chartered status of IOSH or equivalent
	
	P

	SIA (Security Industry Authority) Licensed
	
	P

	Other Requirements
	Essential
	Desirable

	A full driving license required to be able to carry out the role
	P
	

	Where the role is customer-facing and the post holder is required to speak to members of the public, the ability to converse at ease with customers and provide advice in accurate spoken English is essential for the post.
	Y

	This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare:
· All unspent convictions and conditional cautions
· All spent convictions and adult cautions that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2020 and 2023).
For further information on filtering please refer to Nacro guidance and the guidance published by the Ministry of Justice (see, in particular, the section titled ‘Exceptions Order’).
	

Y






	This job summary is not intended to be exhaustive and it is likely that duties may be altered from time to time in the light of changing circumstances, in discussion with the post holder. This job summary is intended to provide a broad outline of the main responsibilities only. The post holder will need to be flexible in developing the role with initial and ongoing discussions with the designated manager.







