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	Operations Manager (Accommodation and Portering)

	JOB DESCRIPTION

	Department
	Accommodation and Portering 
	Date
	August 2023

	Responsible to
	Director of Operations
	Responsible for
	Accommodation and Portering 

	Job Purpose

	· Responsible for the management of residential property held by the School in line with School policy.
· Source and provide furniture and soft facilities throughout Christ’s Hospital, including offices, classrooms, boarding houses.
· Manage the School Porter team. 
· Support the Grounds Manager as required for Christ’s Hospital events.


	
Responsibilities/Accountabilities

	ACCOMMODATION

· Responsible for the management of the staff accommodation within Christ’s Hospital working closely with the Director of Operations.

· Liaise with SLT regarding boarding house furniture provisions for the following academic year. 

· Give advice and options on allocations of housing to the Director of Operations and Housing Committee and attend Housing Meetings as and when required.

· Ensure all arrangements are made for new staff moving onto site and staff who are moving house. 

· Arrange all removals for staff moving at Christ’s Hospital’s expense, within agreed budgets and timings, and to manage the programme of all accommodation moves.

· Inspect properties where notice is given from the Director of Operations that there is to be a change of occupant and to prepare, with the Building Maintenance Manager, a list of damages which have to be repaired and/or recharged.

· Implement the plan of inspections of residential properties as required and/or directed by the Director of Operations, regardless of moves. If a problem is identified, liaise with Buildings Maintenance Manager to ensure problem is corrected and all actions are documented and followed up.   Following inspection, arrange for recharge of any damages over and above fair wear and tear.

· Maintain a waiting list of staff wishing to have a garage and to make allocations as required.  Keep the Finance Department informed of all garage tenants.

· Advise the COO and Director of Operations on procedural issues relating to possible irregular occupants and evictions.

· Liaise with Director of Operations and Buildings Maintenance Manager regarding the ongoing refurbishment programme of the residential housing stock, to ensure that the properties in most need of attention are dealt with in a timely manner.

· Ensure an appropriate level of furniture etc. is provided for those members of staff who are eligible for such provision i.e., Language Assistants, Graduate Assistants.

· Ensure that individual utility meters are read on the last day and first day of occupation and to maintain appropriate records.   Liaise with CHEL to advise them of meter readings and new occupants taking over responsibility for utilities. Organise monthly meter readings (where applicable) of empty properties and communicate these in a timely fashion to CHEL.

· Liaise with Cleaning Manager and Grounds Manager to ensure that vacated properties are clean in time for the handover to the new occupant and that gardens are in an acceptable state.

· Maintain a list of staff requesting moves to alternative properties and advise Housing Committee accordingly during Housing Meetings.

· Prepare and issue all documentation for all house moves including those leaving, arriving and moving within site. Liaising directly with staff as required. 

· Maintain the Licences to Occupy and to prepare new Licences for the Director of Operations to sign on occupation.  

· Maintain a file on each property, detailing works and activity pertaining to that property. Make all relevant documentation and property records available to the Head Teacher, COO, Director of Operations and Property Director as/when required.

· Ensure that the terms of the Licence to Occupy is adhered to by the occupants and deal with any issues such as noise, nuisance or unreasonable behaviour.  

· Issue any documentation required during the year, such as notification of works, the annually updated Housing Booklet etc.

· Keep an up-to-date list of accommodation and occupants and keep all relevant parties aware of these changes.

FURNITURE

· Compare and test items on the market to ensure any purchases are robust and suitable for use on site.  This entails checking CRIB (Fire Retardancy Ratings) and other statutory requirements, as well as ensuring all items meet Health and Safety requirements.

· Arrange the purchase of furniture, curtains/blinds (where applicable) and other accommodation items that are required in boarding houses, classrooms, offices and staff accommodation (if occupant is eligible) within agreed budgets and at an advantageous price to CH.  

· Make reference to the Boarding Schools National Minimum Standards Regulations to ensure provision is in line with Government requirements when purchasing for Boarding Houses. 

· Arrange annual curtain cleaning.

· Liaise with all parties concerned to ensure provision of soft facilities for projects, such as extra provision of classrooms and new buildings, in a timely and cost-effective manner.

· Plan and organise the distribution of furniture and furniture holdings throughout Christ’s Hospital including pupil furniture requirements. 

· Be proactive in the replacement of furniture around Christ’s Hospital and to budget and upgrade as appropriate and within allocated budgets, following requests from House Parents or Heads of Departments.

· Check and record the amount, prices and condition of all supplies and deliveries of furniture against invoice and allocated budget.

· Arrange general cleaning and oven cleans of properties that Christs Hospital pay for. 

· Source potential suppliers and to develop a good working relationship with prospective and current suppliers in the interests of Christ’s Hospital.

· Bring excessive furniture damage to the attention of Houseparents, Matrons, Academic HODs and other members of staff.  Alert the Deputy Head and Director of Operations to any trends in this area.  

· Arrange for the provision of bed linen for international students and those where these items are provided. 

· Arrange the disposal of old furniture items and other bulk items.

· Carry out all necessary administration including documentation for Housing, Tenants, Budgets, CH Credit Cards plus policies and information booklets required to manage the department.

EVENTS

· Be available, by prior negotiation, to support key School events.  This includes but is not limited to, advice and support during both the planning and execution phases of such events.

PORTERING

· Effectively manage the Porters team, including performance management, appraisal and absence management.  Be responsible for all Porters staff training including working closely with both the CH SHEF/Compliance Officer and the Director of Operations to ensure all staff are compliant with CH policies and procedures with particular regard to Portering.  

· Plan, organise and control the Porters team operations to ensure that the agreed and authorised services required by internal customers are carried out to agreed standards ensuring all responsibilities are suitably covered in the event of staff absences

· Plan and organise any departmental moves, such as teachers moving classrooms or office moves. 

· Oversee and staff the CH stores system for the receipt, safe storage and final distribution of all parcels/packages ordered by staff/pupils at the School (not trade items)

· Attend planning meetings/calendar meetings for events in order to understand input required from Support Services. 

· Make arrangements, as directed by the designated member of staff in charge of the event, for preparing the School for events, both commercial and school. In addition to tasks in advance of the event, it is likely that there will be responsibilities on the day for furniture and equipment moving, signage and car-parking. Ensure that all events are adequately staffed and arrange for staff to work overtime if required. 

FINANCIAL\BUDGET

· Prepare annual budgets as required for Accommodation, Removals and Furniture (including disposal). 

· Monitor, manage and control authorised expenditure within agreed budgets, keeping effective records.

· Recommend and implement cost reductions and improvements to the standards required.

STOCK\EQUIPMENT

· To be responsible for the forward planning of stock, to monitor usage of all items that you are responsible for and to maintain reasonable levels of stock and equipment as required.

· Ensure that all members of staff are correctly and adequately clothed in CH corporate issues items. Clothing scales, and any proposed changes, are to be agreed with the Wardrobe Manager and Director of Operations. 



	Christ’s Hospital is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	PERSON SPECIFICATION

	Experience
(Types of experience needed)
	· Previous management and leadership experience, ideally in a facilities management environment (E)
· Broad experience of accommodation and management of (soft) facilities management issues. (E)
· Experience of procurement and purchasing (Furniture, Fixtures and Equipment). (D)
· Working in a School environment (D)

	Qualifications
(Minimum qualifications needed, relevant experience may be a substitute)
	· Educated to at least level 3 (A level) standard with an excellent standard of numeracy and literacy (to level 2). (D)
· Hold clean driving licence (with D1 and MIDAS qualification desirable) (E)

	Skills & Abilities
(Written/oral communication, dealing with public, team working skills, etc.)
	· Experience of working collaboratively across a wide range of stakeholders (E)
· Excellent attention to detail, with strong numeracy skills (E)
· Excellent verbal and written communication skills (E)
· Effective IT skills, with experience of using of Office 365 (E)
· Experience of managing budgets, with the ability to work within tight financial constraints (E)
· Excellent organisational skills and the ability to work to required deadlines, prioritising and delegating tasks as necessary (E)
· Able to develop good professional working relations with the staff and wider school community (E)
· Able to uphold the ethos, policies of the School (E)

	Additional Work Elements

	· Assist in the management and execution of projects as appropriate to the Department’s general responsibilities and as detailed by the Director of Operations.
· Attend any in-house or external training courses, coaching, seminars as maybe required for your professional development and so as to remain current in your knowledge and skills.
· Demonstrate a commitment to improving and developing the organisation’s processes and facilities.
· Comply with any instructions or information given by your Line Manager concerning health and safety, safe practice and methods of work.  Take care at all times to maintain your own health and safety and that of work colleagues or any other individuals with whom you may come into contact.
· At all times observe the requirements of the General Data Protection Regulations.
· Carry out your duties having due regard to maintaining the confidential nature of information concerning the work and business of Christ’s Hospital.
· In the event of a major incident or disaster, you may be required to provide assistance, in whatever capacity necessary and participate in any training to ensure the School is fully prepared
· Carry out such duties that may be reasonably required by your line manager.









	Reporting Structure

	




Director of Operations


Operations Assistant


Operations Manager - Accomodation and Porter 


Buildings Maintenance Manager


Cleaning and Security Manager


Portering Team


Chief Operating Officer


Wardrobe Manager


Buildings Maintenace Team


Grounds Manager


Cleaning Team


Grounds Team


Laundry Manager


Support Services Team


Laundry Team


Wardrobe Team


Security Team
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