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Job Description

Post Title:
Buildings & Maintenance Manager
Duration:
21 hours per week (part time)
Reporting to:
Managing Director
Reward: £28,000 (pro-rata  £16,800) per annum with 7.5% employer pension & health                             cover
Location:
base location Crosshill, Fife with work across central Fife

 Scope
The post will have full responsibility for daily management of the BRAG estate thus ensuring the effective day to day functioning of BRAG Enterprises itself and its tenant enterprises. They will provide an efficient and safe working environment for employees and their activities by using best business practices to manage resources, services and processes to meet the needs of the company. 
You will be required to utilise company vehicles so a full driving licence that you have held for at least 2 years is an essential requirement.
MAIN TASKS & RESPONSIBILITIES
Facilities Management
· develop and implement a facility management program including preventative maintenance and life-cycle requirements

· conduct and document regular facilities inspections 

· allocate and manage facility space for maximum efficiency

· coordinate intra-office moves

· supervise maintenance and repair of facilities and equipment including  obtaining of quotes and tenders from vendors and suppliers
· oversee facility refurbishment and renovations

· plan and manage facility central services such as IT provision, security, cleaning, waste disposal and parking

· ensure organisation is adequately insured

· negotiate contracts to optimize delivery and cost saving

· coordinate and monitor activities of contract suppliers

· manage contractor and vendor relationships

· prepare and track facility budget

· monitor expenses and payments

· develop and implement cost reduction initiatives

· advise on and monitor energy efficiency and secure new deals
· assure security of the facility

· respond to facility and equipment alarms and system failures 

· provide prompt response to requests and issues from facility occupants 

· manage the Renewable Heat Incentive program in relation to the Biomass heating system, ensuring data is accurately submitted

Business Unit Management

· Seek maximum potential for all leasable offices/workspaces.

· Arrange for maintenance tasks relating to rented workspace as required.

· Maintain high occupancy level of tenants within business centres and maintain margins and produce monthly billing to finance .

· Support tenants and deal with day-to-day issues

· Update business rates and assessor records

· Support the management of the organisations small vehicle  fleet 

Health & Safety
· Ensure a safe workplace environment without risk to health taking a lead role. 

· Ensure that all Health & Safety policies, procedures, rules and regulations are adhered to and are regularly reviewed, updated and communicated. 

· Ensure the Company meets its statutory obligations in all areas pertaining to health, safety and welfare at work, including statutory training and reporting. 

· Ensure the completion and regular review of risk assessments for all work equipment and operations. 

· Ensure that all accidents are documented, investigated and recommended improvements implemented. 

· Ensure that safety inspections are carried out, fire drills and fire alarms are correctly reported, safety inspections, risk assessments and lone working procedures are managed and employees are aware of their responsibilities. 

· Co-ordinate the development of health & safety policies, systems of work and procedures. 

· Ensure full and accurate health and safety and training records are maintained. . 

· Keep up to date with all aspects of relevant health, safety & welfare at work legislation and communicate relevant changes to the business. 

· Oversee environmental health and safety policy and practice.
Other

· Update and maintain relevant company policies as required.
· Undertake key holder duties as required.

· Represent the organisation at external events including trade fairs, project related events and any other event as designated by Managing Director 

· Provide line management to support staff and trainees
The duties indicated above may change following review, however they will not vary from the original intent of the post.
BRAG Enterprises 

PERSON SPECIFICATION

POST : Buildings & Maintenance  Manager

	
	ESSENTIAL
	DESIRABLE

	Qualification/Training/ Competencies
	SVQ4 or equivalent in Building or Facilities Management

OR significant facilities management experience in a similar role

Be working towards or already achieved a nationally recognised Health and Safety qualification

Excellent numeracy and literacy skills
Excellent IT skills
	Member of BIFM; NEBOSH certificate level or above

Facilities Management qualification
Health and Safety qualification
Lifting and manual handling training

	Relevant Experience
	At least 4 years’ experience managing property
Experience of working with a range of small contractors

Experience of designing and managing a rolling programme of maintenance
Experience of managing cleaning, security and grounds maintenance services
Experience of managing a team
	Experience of working in a small business

Practical building or maintenance skills

	Knowledge
	Knowledge and understanding of Health and Safety requirements

Knowledge and understanding of Building Management Systems
	

	Personal Qualities
	Ability to relate to and communicate with a wide range of people (students, staff, external contractors, external customers etc) with a calm and courteous manner
	


	Personal Qualities continued
	Self-motivation and personal drive to complete tasks to the required timescales and quality standards

Commitment to continuous self-development
	

	Skills
	Ability to lead, motivate and manage a small team within a large, complex organisation

Ability to ensure that an up-to-date record of work undertaken is kept

Ability to work on own initiative
Ability to work to tight timescales and under pressure
	

	Special Circumstances
	Occasional attendance outside normal hours


	


In addition, candidates should:

Demonstrate passion and enthusiasm for the project vision, and motivate, lead, and empower others to achieve goals, inspiring high levels of performance. 

