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Academic Year 2017/18

Dear Applicant,
Thank you for expressing an interest in the post of Facilities Manager at The City Academy, Hackney. We are achieving exceptional results to match our status as an outstanding school. 77% of our students achieved five A*-C  (9 – 4) grades with English and mathematics, and 58% achieved the English Baccalaureate. This has been achieved in an academy with levels of attainment below the national average on entry, and over 60% are entitled to pupil premium. We have also just received our second set of A Level results, with 79% of exams awarded A* - C grades, and all students securing either a university place or high quality apprenticeship.
This is an exceptional school with high expectations, tight discipline and an exciting curriculum. It is a place where teachers gain experience in a high achieving environment which enables them to quickly develop their practice and progress in their career. I can promise you that this will be one of the most rewarding places to work and that aside from the intrinsic challenges and rewards this post offers, there are many other benefits for staff who work for us. We are committed to creating a professional and supportive workplace for our staff.

We want you to look forward to each day at the academy. We expect hard work, skill and dedication to our ethos, and in return we will provide an excellent working environment, competitive rates of pay and an excellent benefits package. We will also provide outstanding experiences and training opportunities, and simply having worked in our school at some time in your career will enhance your curriculum vitae.

If you feel that you can make a positive contribution to our academy, please apply online via our website, www.thecityacademy.org. I look forward to reading your application.

Should you have any queries, please do not hesitate to contact me.

Yours sincerely,
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Mark Malcolm
Principal
Please note applications must be received by Thursday 11th January 2018 at 10am
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	Job description

	

	Post:
	Facilities Manager

	Grade:
	Local Government Pay Scale

	Hours:
	37

	Responsible to:
	Vice Principal Resources

	Responsible for:
	Contracts, Premises and catering operation services


Principal Accountabilities
The duties outlined in this job description are in addition to those covered by the Local Government Terms and Conditions Document. It may be modified by the Principal, with your agreement, to reflect or anticipate changes in the job, commensurate with the salary and job title.

Main Activities and Responsibilities

Main duties and responsibilities are indicated here.  Other duties at an appropriate level and nature may also be required and will be negotiated.

1.  Procurement and Tendering

· To manage and lead a team by organising and supervising the delivery of a professional, efficient and cost effective Facilities Management and Catering operations services to the Academy.

· Establish appropriate standards required and relevant performance indicators.

· To obtain and assess bids for services and contracts against financial and non-financial performance criteria.

· To be responsible for the effective operation of Facilities Management and Catering services.
· Order, maintain and store materials and equipment and implement appropriate control systems.
· Prepare contractual documentation and tender procedures employing relevant external specialist advisors /consultants to manage tenders or re-negotiations as appropriate. 
· Find solutions to all aspects of facility and catering operations and contracts service through investigation, analysis and problem solving.
· Develop premises support for Community Engagement initiatives.
2.  Managing Service Providers and Contractors 

· Supervise contractors when undertaking work on Academy building and grounds.  
· To ensure safe working practices and appropriate quality standards are maintained throughout the Academy.
· Undertake Contractor Management responsibility for establishing, reporting and monitoring against key performance indicators. 
· Maintain and monitor budget for all operational responsibility including FM, Catering, H&S and Hiring. 
· Monitor key Service Level Agreements and Key Performance Indicators agreed with Senior  Management of contracting firms
· Manage safety and security of the site throughout the term and during closure period on a daily basis through FM Contractor.
· Identify, tender, procure and manage all premises projects and manage through to implementation. Work in conjunction with ICT Lead as required.
· Proactively manage the premises and key building management and control systems including BMS, Fire Safety Alarms, Plant and Equipment and Electrical systems.
· Ensure building systems and assets are maintained in such a way as to maintain warranties (where appropriate), to reduce running costs and maximise their life. 
· Undertake client responsibilities for work ordering processes to undertake repairs and maintenance in conjunction with suppliers and audit activities and ensure financial controls operate.
· Act as an interface for communications between all contractors and the Academy senior leadership team.
· Managing any incentive/reward system that the Academy put in place with the suppliers

· Ensure compliance with Academy Environmental and Recycling policy and actively promote a sustainable approach to Academy operations.

· Creating positive relationships with suppliers, encouraging them to bring innovation and best practice to the contract.
· Developing an integrated FM team who work for the good of the Academy regardless of who they are employed by.

· Ensuring Academy consistently complies with the requirements of the Risk Protection Arrangements (RPA).  

3. Health and Safety

· Managing the implementation of Academy Health and Safety policy to ensure that the appropriate legislation is complied with both in terms of Academy staff as well as contractors and suppliers.

· Provide training for staff on preparation of Risk Assessments, review Risk Assessments prepared by Academy staff and prepare common Academy space Risk Assessments.  Manage schedule of annual review and updating and ensure they are reviewed and approved by SLT.

· Manage and train team on all aspects of maintaining safe practices in the Academy, including liaison with external specialist from KPMG.
· Carry out monthly safety checks on Academy minibus, ensuring that all defects are repaired and vehicle is always available and safe to use.
· Inform staff/ students of reporting procedures, time frame of work, and immediate action required.

· Manage / implement the Fire Safety procedures including arrange termly fire drills update procedures to reflect development in Academy and ensure compliance with legislation and local Fire Safety officials recommendations.

· Manage First Aiders rota, staff training and ensure adequate equipment and supplies

· Review and update all relevant building operation Academy policies and submit for SLT / Governor approval (H&S, Hiring, Risk & Crisis Management, Travel Policy & Planning, Medical Treatment of Students, Environment & Recycling)

4. Review and Recommendations

· Proactively, review supplier performance and anticipate changes to mitigate the impact of potential problems in advance.
· Manage staff requests for repairs and minor improvements through in-house work programme.
· Ensure that there are regular, minuted reviews with contractors to review problems, resolve problems and maintain good working relationships.
· Validate invoices against work completed and obtain approval from Vice Principal - Resourcing for invoice payment to contractors and service providers.
· Work with and develop a constructive working relationship with contractor management and staff 
· Respond to queries and complaints received from staff, contractors suppliers etc. and keep records.

· Seek professional advice where required on projects and improvements.
· Undertake additional responsibilities as required.
Key Organisational Objectives
The postholder will contribute to the academy’s objectives in service delivery by:

· Following Health and Safety requirements and initiatives as directed.

· The academy is committed to safeguarding and promoting the welfare of children and young people and we expect all staff to share this commitment. 

· Ensuring compliance with Data Protection legislation.

· At all times operating within the school’s Equalities policies, demonstrating commitment and contribution to improving standards of attainment.

· Adopting Customer Care and Quality initiatives.

· Fulfilling the role of Student Personal Adviser and/or mentor if required.

· Contributing to the maintenance of a caring and stimulating environment for young people.

Conditions of Service

Governed by the National Agreement on Pay and Conditions of Service, supplemented by local conditions as agreed by the Trust.

Special Conditions of Service

Because of the nature of the post, candidates are not entitled to withhold information regarding convictions by virtue of the Rehabilitation of Offenders Act 1974 (Exemptions) Order 1975 as amended. Candidates are required to give details of any convictions and are expected to disclose such information at the appointment interview.

Because this post allows substantial access to children, candidates are required to comply with departmental procedures in relation to Police checks. If candidates are successful in their application, prior to taking up post they will be required to give written permission to the Department to ascertain details from the Metropolitan Police regarding any convictions against them and, as appropriate the nature of such convictions.

Equal Opportunities

The postholder will be expected to carry out all duties in the context of and in compliance with the academy Equalities policies.

Date of issue:


………………………………………..
Signature of postholder:
………………………………………..
Signature of Principal:

………………………………………..



	Person specification

	

	
	Essential
	Desirable

	Qualifications
	
	

	Educated to degree level or equivalent
	
	(

	Repairs and Maintenance qualifications or equivalent e.g. membership of BIFM 
	
	(

	Minimum of 4 GCSE grades A, B, C or equivalent
	
	(

	Experience
	
	

	Using Microsoft Office suite including Outlook
	(
	

	Word processing and typing skills
	(
	

	Using SIMs or similar databases
	(
	

	Desktop publishing
	
	(

	Using email/internet  
	(
	

	High quality Management skills
	(
	

	Minimum 5 years’ experience working within contracts based environment and maintenance of FM
	(
	

	Experience of working in a school/ Academy environment
	
	(

	Stock/ Asset control
	
	(

	Demonstrable experience of solving problems
	(
	

	Delivery of outcomes
	(
	

	Awareness of building maintenance
	(
	

	Managing and implementing recording and reporting systems
	(
	

	Budget Management
	(
	

	Knowledge of Health and Safety procedures and practices
	(
	

	Multi-agency working
	(
	

	Developing banks of resources
	(
	

	Skills
	
	

	Personal 
	
	

	Well organised
	(
	

	Well presented
	(
	

	Excellent communication skills in writing and orally at all levels
	(
	

	Ability to work hard under pressure while maintaining a positive, professional attitude
	(
	

	Ability to organise and prioritise workload and work on own initiative
	(
	

	Ability to work as part of a team
	(
	

	Attention to detail
	
	

	Practical skills – e.g. painting, decorating, joinery, plumbing and basic electrical and mechanical
	(
	

	Ability to accurately input information on a database
	(
	

	Flexible and willing to contribute to the success of the team
	(
	

	Effective negotiations skills
	(
	

	Reliable
	(
	

	Understanding of Every Child Matters agenda
	
	(

	Working in a student services environment
	
	(

	Effective strategies for supporting staff to reduce disruption
	
	(

	Commitment to safeguarding and promoting the welfare of children and young people
	(
	

	Understanding of different social backgrounds of pupils
	(
	

	Understanding the needs of staff and pupils needs in ensuring the building is maintained at a high standard and user friendly for the disabled
	(
	

	Administrative
	
	

	Experience of using, setting up, maintaining and developing administrative systems
	(
	

	Problem solving
	(
	

	Attention to detail in communication and planning
	(
	

	Relations
	
	

	Excellent interpersonal skills and be able to communicate effectively
	(
	

	Ability to develop good relations with staff, students and the wider school community
	(
	

	Ability to motivate
	(
	

	Ability to build good relationships at all levels
	(
	

	Ability to train and develop staff
	(
	

	Ability to work some evenings, such as Parent Evenings
	(
	


The City Academy, Hackney

Facilities Manager
Full time (52 Weeks)

Salary: P03 Point 38-41 £36,912 - £39,855 Per annum 

 (plus performance related bonuses and other benefits)

If you want to be the best, then you should probably join us 

Students in our academy made more progress than in any other school in London and made the best progress of any co-educational school in the country in 2014 (Best 8 score 1081.4). In addition, we have maintained our results in 2017 at a level significantly above national averages. That is great news for our students, the academy and our community, but there is so much more that we know can be achieved and you can help. 

We have a relentless ambition to deliver continuing success to the young people we serve. Our approach is based on very simple principles: clear systems and extremely high expectations. We focus on the development of our students, their values and ultimately their academic success. We maximise the impact of teaching by providing clear leadership, minimising bureaucracy and effective support that have tangible results on the quality of teaching and outcomes for our students.
The Role
We are looking for an experienced, highly motivated, exceptional individual to take on the role of a Facilities Manager. The successful candidate will have strong knowledge of the requirements to manage and maintain the academy’s Catering and FM contract services and building maintenance. You should have a working knowledge of statutory requirements for compliance and knowledge of Health and Safety.
This is a fantastic opportunity for you to shape the lives of young people in Hackney. If you think you can help transform the opportunities for the community we serve then we would like to hear from you.

The City Academy, Hackney is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. An enhanced DBS check is required for all successful applicants.
For details about the role and how to apply please visit www.thecityacademy.org.
The closing date for applications is Thursday 11th January at 10am

