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Recruitment Pack: Facilities and Compliance Manager
[bookmark: _Hlk198724285]Liberty is an independent campaigning organisation. At Liberty, we challenge injustice, defend freedom and campaign to make sure everyone in the UK is treated fairly. Our new strategy is set out here: Liberty-Strategy-2026-2029.pdf
Liberty is seeking a Facilities and Compliance Manager to provide excellent facilities support for our office, associated property and staff team of 35 and to ensure all our operational activities are underpinned by compliance and best-practice. 
	Position Description
	

	Position title:
	Facilities and Compliance Manager

	Position reports to: 
	Finance and Operations Director

	Employment status:
	Permanent, Part-Time/Full-Time

	Salary:
	£53,678

	Hours:
	28-35 hours per week (4-5 days), plus occasional out of hours work (for which TOIL is available)

	Location:
	Hybrid – 3-4 days a week in the office, Westminster, London

	Closing date for applications:
	9am Monday 6 April 2026

	Interview dates:
	First Round: Thursday 23 April 2026 (online)
Second Round: Thursday 30 April 2026 (in person)



	About the team 

	The Facilities and Compliance Manager will report to the Finance and Operations Director and sits within the small, skilled and multi-disciplinary Operations Team of 11 members of staff whose roles cover Finance, HR, Operations, Philanthropy and Governance. 
The focus of the team is to provide a high quality, effective and proactive support which underpins and scaffolds the organisation to deliver its external mission as effectively as possible. 
It’s an exciting time to join the team as the organisation has just launched its new 3-year strategy and we look to continuing to maintain and improve our operational infrastructure. 





	About the role 

	The purpose of this varied and exciting role is to manage Liberty's core infrastructure, including our small office, for our team of 35 staff to the highest standard, including ensuring infrastructure and systems are fit for purpose, compliant and kept up to date. Supported by the Finance and Operations Director and working with the Operations Assistant, the successful candidate will: 

· Lead on the maintenance of high-quality office environment and facilities, including managing routine and ad hoc maintenance, cleaning and security. 
· Working with our third-party providers, lead on all aspects of our Information Technology infrastructure including data and cyber security. 
· Working with our external advisors, lead on the implementation and delivery of robust Health and Safety procedures and practices, including fire and first aid procedures. 
· Oversee all contracts and budgets relevant to your role, including repairs and maintenance, utilities and insurance, ensuring compliance and value for money are achieved. 
· Lead on supporting the Civil Liberties Trust to meet all its obligations as a freeholder, including overseeing the work of the external managing agent. 
· Be responsible for overseeing the ongoing implementation of effective Information Governance Procedures.

In the first year of the role, there will be a strong focus on infrastructure improvement projects and policy and procedures development. It is expected that the make-up of the role will be approximately 35% data, business continuity, and IT procedures support, 15% freeholder and board support, 25% health and safety, and 25% office facilities support. 



	Key Responsibilities

	
Job Description

General:
· With oversight from the Finance and Operations Director, be responsible for drafting and delivering the Facilities and Compliance areas of the Operations Team workplan in order to achieve the organisational objectives for the coming year, regularly reporting on progress against those objectives. 
· Support the Finance and Operations Director to develop and manage assigned Operational budgets, circa £375,000 pa, ensuring value for money and the effective use of the organisation’s resources. Ensure the Operations Team’s Compliance with the Finance Policy. 
· Manage all operational and facilities contracts, ensuring relevant contracts are in place, up-to-date, and being delivered to an appropriate standard. 
· Work alongside the Finance and Operations Director to develop, test and maintain business continuity plans. 
· Provide technical advice on matters across the full JD. Bring to the attention of the Senior Leadership Team any relevant changes in legislation and best practice which are likely to affect operations.  
· Develop and maintain Liberty’s raft operational policies including IT policies, using external support as necessary to ensuring they are legislatively sound. 
· Under the direction of SLT, prepare reports for Liberty Boards/Sub Committee and attend Sub Committee meetings to present areas of your work and answer questions. 
· As needed and alongside the Operations Assistant, support with external events and oversee the organisation of regular staff team building, away days and social events.


Management and Team Leadership:

· Provide regular, effective and personalised leadership and line management to the Operations Assistant. Ensuring direct reports are empowered, informed and well-supported to deliver their individual and collective objectives. Supporting team members to develop in their roles and build their experience and expertise.
· Take an active role in the maintenance of a positive and effective workplace culture
· maintain a strong focus on what’s needed to facilitate exceptional delivery
· clearly communicate organisational direction and change
· provide timely and constructive feedback to new initiatives and reviews including working with those you line manage as needed to collate and offer solutions-focused feedback to issues. 
· take part and actively contribute to management training sessions
· Ensure the work of the operations team is effectively represented, platformed and celebrated across the organisation. Deliver regular high-quality all staff briefings.

Lead on the maintenance of high-quality office environment and facilities, including through managing routine and ad hoc maintenance, cleaning and security: 

· Be responsible for the delivery of all ongoing, reactive, and proactive office maintenance, cleaning and security measures, through managing the cost-effective use of external contractors, in line with organisational procurement processes. 
· Undertake hands-on minor repairs and maintenance activities as required.
· At the direction of the Finance and Operations Director, act as a project manager for any property related projects. 
· Along with the Finance and Operations Director, act as a point of contact for emergency access requests, security alarms and ensuring operational cover is in place for the office. 

Working with our third-party providers, lead on all aspects of our Information Technology infrastructure including data and cyber security: 

· Lead on the development and delivery of the IT strategy, working alongside external contractors to ensure that our IT infrastructure meets the needs of the organisation and is secure. 
· Lead on the development and oversight of a comprehensive set of IT policies. 
· Oversee the maintenance of an inventory of hardware, manage software licensing, ensuring compliance with licencing terms and following proper procedures for the disposal of electronic assets.
· Oversee procedures and schemes to ensure that Cyber Security is constantly maintained and staff are up to date and trained. 
· Support the Finance and Operations Director and the Individual Giving Manager to ensure that the organisation’s databases are working efficiently, accurately and effectively, troubleshooting issues, and lead on obtaining support and advice from external providers. 

Working with our external advisors, lead on the implementation and delivery of robust Health and Safety procedures and practices, including fire and first aid procedures:

· Working with the Finance and Operations Director and external consultants, lead on health and safety matters across the organisation including:
· Act as the qualified first aider
· Act as the Chief Fire Marshall
· Keep up to date with changes in current legislation and implement procedures to maintain compliance and best practice where relevant. 
· Ensure procedures are in place associated with all legal and other obligations relating to facilities including fire safety, building accessibility, mechanical and electrical engineering services. 
· Maintain the health and safety policies, arrangements and procedures. 
· Support staff to comply with health and safety policies and guidance, including by monitoring compliance and reporting, arranging and delivering training, and undertaking audits. 
· Ensure that all required risk assessments are in place and regularly updated. including but not limited to Office, Fire, display screen equipment, manual handling, lone working, pregnant workers, and events. 

Lead on supporting the Civil Liberties Trust to meet all of its obligations as a freeholder, including overseeing the work of the external managing agent:

· Oversee the management of the property, including the leasehold shops and flats working with the external property management company.


Be responsible for overseeing the ongoing implementation of effective Information Governance Procedures:

· Work with the Finance and Operations Director, to take responsibility for responding to any data breaches, subject access requests. 
· Oversee the delivery of the Information Governance Procedures, supporting teams with Information Governance queries and process, particularly when implementing new systems, entering into new contracts etc.  
· Oversee a rolling programme of data compliance internal audit procedures.
· Be responsible for the delivery of effective data archiving processes, ensuring compliance with organisation retention policies. 
· Working with the Finance and Operations Director to provide above, arranging a regular scheme of training. 

Other

· Develop and maintain strategic relationships with peers for the purpose of maintaining an awareness of sector challenges, best practice and solutions.
· Both individually and through those you manage, support the embedding of Liberty’s values into the Operations Team’s work. 
· With the support of the Head of Finance and Operations Director, as required lead on the delivery of all staff briefings on areas of your work. 
· Attend and participate in Liberty events as needed, including occasional duties outside of office hours.  
· Perform other duties at the request of the Finance and Operations Director.










	
Selection Criteria
	Essential
	Desirable

	Knowledge & experience
	At least 2 years’ experience in a similar and varied role
	X
	

	
	Strong understanding and experience of implementing and maintaining compliant Health and Safety processes as they relate to an office environment 
	X
	

	
	A relevant Health and Safety Qualification
	
	X

	
	Experience of delivering a high-quality IT service through third party contractor and delivering IT policies and processes
	X
	

	
	Broad knowledge of technical issues in property/facilities management, including the knowledge of the responsibilities of commercial landlords and freeholders
	X
	

	
	Experience of procuring facilities related contracts for goods and services and of managing budgets and the performance and delivery of subcontractors
	X
	

	
	Knowledge of Data Protection legislation and experience in monitoring and maintaining strong information governance processes and procedures.
	
	X

	
	Experience of managing staff
	X
	

	
	Experience of working with volunteer led boards
	
	X

	
Competencies
	The ability to write and implement clear and practical policies and processes. 
	X
	

	
	Excellent verbal and written communication skills with the ability to engage effectively at all levels and negotiate the best outcomes for the organisation. 
	X
	

	
	Strong organisational and multitasking abilities, with attention to detail and an ability to problem solve. 
	X
	

	
	A strong team player with a can-do attitude. 
	X
	

	
	A strong commitment to excellent service delivery and an understanding of the importance of robust operational processes in the ability of the organisation to deliver its mission
	x
	

	Values
	Commitment to and understanding of Liberty’s broad campaigning objectives, and its position as a cross-party, non-party organisation.
	x
	

	
	Commitment to Liberty’s anti-racist, disability-positive, trans affirming status and to building a fair, compassionate and diverse working environment.
	x
	



	[bookmark: _Hlk27571760]Important Information

	
1. Application forms should be uploaded as a pdf document to the Job Board via our website HERE with the job title as the subject no later than:

 9am Monday 6th April 2026

 Applications received after the closing date will not be considered. We cannot accept CV’s.

2. You will receive an automatically generated response confirming receipt. If you DO NOT receive this response, please check your junk folder. Any questions or issues, please contact HR@libertyhumanrights.org.uk

First round interviews are scheduled online for Thursday 23 April 2026.
Second round interviews will be held in person on Thursday 30 April 2026.
Details of the interviews will be confirmed by email.

3. Applicants who have not been short listed will be notified by email. Due to our limited resources, we are unable to provide feedback on applications. 

Interview panels will be made up of two to four people who will each ask the candidates questions. The questions are intended to allow you to expand on your application and to demonstrate to the panel how far you meet the essential and desirable requirements of the post. All candidates are asked a uniform set of questions (usually five or six) and may also be asked follow-up questions to clarify or expand on individual answers. At the end of the interview candidates will also have an opportunity to ask questions about the job, conditions of service, etc. Some of the questions will be sent to you in advance of your interview, although there will be some follow up questions based on the answers you give in the interview.

4. Shortlisted candidates may be asked to complete a pre-interview or written task. 

5. Once all interviews have taken place, shortlisted applicants will be contacted and informed of the outcome either by email or phone and offered the opportunity to receive feedback.

6. If you have a special requirement for completing the interview or a task due to a disability or connectivity reasons, please contact us at HR@libertyhumanrights.org.uk.
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