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Job Description
Job Title
Facilities Manager
Reporting To: 
Chief Financial Officer
Job Role

To contribute to and lead the implementation of an asset management strategy for the Sentamu Academy Learning Trust. Working in partnership with the head teachers/principals and their staff, to manage all aspects of the trust’s properties including upkeep, care, maintenance, security, health and safety and facilities management in line with statutory and regulatory requirements. To manage refurbishment, expansion and other building advancements in terms of bidding, developing, procuring and implementing building projects.
Key responsibilities

Contract Management

· Manage the outsourced Hard FM contract requirements and the in-house soft services teams of caretakers at Archbishop Sentamu Academy.
· Explore future benefits of trust wide facilities contracts 
Asset Management - working with others: 

· Contribute to the preparation of a trust-wide strategic asset management plan and individual asset management development plans for each trust building; to lead the implementation of these plans within the trust to deliver the objectives for each individual academy and the trust as a whole; 

· Assist with bids for grants and with the development of bids for capital funding opportunities; 

· Develop and implement building projects.  Act as project manager for authorised schemes, paying particular attention to regulatory requirements, quality, compliance with agreed specifications, timescales, safety, and ensuring that value for money can be evidenced in all awarded contracts; 

· Liaise effectively on trust sites with contractors involved in major projects and ensure that procedures are effective at school level in terms of school staff/contractor liaison;

· Complete annual compliance inspections and update condition surveys for each school; 

· Use the annual maintenance inspections and condition surveys, working with the head teacher/principal and site staff, to develop and implement a planned maintenance programme for all the trust estate and assets;  

· Ensure proactive engagement with and management of professional contractor services, including energy contracts to ensure that services are procured in line with trusts financial/procurement regulations and that services are both high quality and cost efficient, in line with contract specifications;
· Ensure that academies have a fixed asset register that is maintained and reviewed annually.  Hold the asset register for the central trust;

· Ensure that all asset management systems, processes and practices are consistent across all of the trust and are synchronised and coordinated with those of the Sentamu Academy Learning Trust thereby realising maximum efficiencies; 

· Ensure that the trust implements and develops easily accessible and auditable records for asset maintenance and management, including records of inspections, maintenance requests, complaints, costs and repairs; 

· Ensure that accurate and detailed floor and site plans are kept and updated regularly.

· Ensure that academies are reaching their maximum potential for lettings;

· Manage the key holder list for the Trust
Health and Safety 
· To act as the Trust’s Health and Safety Coordinator;  

· Ensure that in all activities undertaken, the trust properly discharges its duties under its Health and Safety Policy; the Health & Safety at Work Act; COSHH regulations; and any other relevant statute, regulation or directive.  Similarly to ensure that contractors operate safely in accordance with these same statutes etc; 

· Ensure that compliance testing, including fire and water risk assessments and other statutory and non-statutory testing and inspections, are completed in a timely manner and by staff/contractors who are appropriately qualified; 

· Ensure that all health and safety management systems, risk assessments, processes and practices are consistent across all of the academies and are synchronised and co-ordinated with those of the Sentamu Academy Learning Trust, thereby realising maximum efficiencies, including accident monitoring;  

· Co-ordinate and ensure implementation of the trust’s responsibilities in relation to maintaining health and safety statutory documentation, including training and records; 

· Ensure policy compliance and suggest changes to the Chief Financial Officer for developing existing and new policies in line with statutory requirements;
· Ensure that all trust buildings are safe and secure at all times and adhere to both Health and Safety requirements and statutory Ofsted guidelines for the health and wellbeing of staff, children and visitors.  
· Provide health and safety training and advice for staff and/ or arrange health and safety training with outside providers to staff where appropriate;
· Act as the trust’s project manager and be responsible for trust projects
Line Management 

The role will be based at Archbishop Sentamu Academy and will include the full time management of the facilities team at the site. 
Across the rest of the trust there is no direct line management function; it is expected that the Facilities Manager will play a key role in supporting site staff with advice on good practice to ensure they can carry out their roles effectively. There will also be a requirement to work with respective head teacher/principals within the individual academies to contribute effectively to the site staff’s performance management and professional development and / or training.
To undertake such duties of a similar nature as may be reasonably directed by the Chief Executive Officer and the Trust’s Board of Trustees. The duties and responsibilities of the post may vary from time to time according to the changing needs of the trust.   

The postholder shall ensure the duties of the post are undertaken with due regard of the Trust Health & Safety Policy and to their personal responsibilities under the provision of the Health and Safety at Work Act 1974 and all other relevant subordinate legislation.

The postholder shall carry out these duties with due regard to the Trust policies, procedures and priorities.
All Sentamu Academy Learning Trust Staff Will:

· Promote equality of opportunity 

· Follow Safeguarding Guidelines and Child Protection policy/procedures

· Contribute to producing/delivering priorities in the Trust Improvement Plan

· Keep their own performance under review, contributing to monitoring, evaluation and review and participate in performance management/appraisal

· Promote positive attitudes and behaviour

· Contribute to the smooth day to day running of the trust
· Be committed to achieving the trust values

· Work to develop the trust as a successful inclusive trust
· Respond promptly to concerns from parents, staff or students

· Promote the trust within the community

· Work in partnership with all colleagues including the Local Governing Committees and Board of Trustees
· Support Codes of Professional Ethics/Safe Practice in the Staff Handbook

· Have regard for and act in accordance with Health and Safety policy/practice

· Celebrate success of pupils and staff

The Sentamu Academy Learning Trust is committed to safeguarding and promoting the welfare of children and young people.  Therefore, all workers and employees within the trust are expected to share this commitment.

Person Specification
	Experience/ Qualification
	Essential / Desirable


	Substantial experience in asset management role
	Essential

	Experience in mechanical and electrical  maintenance
	Desirable

	Knowledge of Health & Safety regulations relating to the asset management function
	Essential

	Strong project management experience
	Essential

	Experience of formulating and managing planned and preventative maintenance activities
	Essential

	Previous experience of managing contractors
	Essential

	Well-developed planning, organisational and budget management skills
	Essential

	Ability to use initiative and problem solving skills
	Essential

	Ability to communicate effectively (verbally and written) and appropriately with senior managers, other staff, external contacts and agencies
	Essential

	Ability to work independently and within a team
	Essential

	Ability to work within teams to motivate, enthuse and inspire colleagues  
	Essential

	Ability to delegate and hold others to account

	Essential

	Familiarity with Microsoft Office applications and to acquire and update skills as the software packages develop
	Essential

	Possess a full driving licence and have use of a vehicle for business purposes and appropriate insurance
	Essential


