Harrogate Homeless Project
Facilities Manager

Main purpose of job:

To be responsible for the planning and implementation of projects within areas of responsibility (our buildings, legal compliance, operational contracts) ensuring they are completed on time, within budget and to the required standards.  

Main duties:

· Buildings strategy: Develop and implement systems and processes to ensure that the use of our buildings supports the organisational strategy. 
· Maintenance: Develop and implement an annual plan and budget of essential and desirable building maintenance. Ensure that our property complies with health and safety requirements.
· Compliance: Ensure equipment in our property is compliant with the relevant regulations for fire, gas and electrical safety.
· Risk management: Update our risk registers in respect of our buildings and mitigate any identified risks.
· Reporting:  Be responsible for preparing and submitting reports in areas of responsibility to both colleagues and the Board of Trustees including project management, monitoring and evaluation and risk management.  To be part of the management team of the organisation.
· ICT, telephony and utilities: Have operational responsibility for utility contracts.
· Reporting:  Be responsible for preparing and submitting reports in areas of responsibility to both colleagues and the Board of Trustees including project management, monitoring and evaluation and risk management
· Communicating: Following our procedures, policies and values and ensuring these are respected by our clients.

Examples of specific duties:

· Health and safety: Develop a robust system and work with the caseworkers and support workers to ensure client accommodation reaches necessary standards. 
· Leases: Meet regularly with our landlords to update them on our activities and resolve any property issues.
· Audits: regularly audit our properties and relevant activities to ensure that we are continuing to meet our legal obligations.
· Compliance: develop and implement robust systems and processes including in relation to buildings, contents, public and employer’s liability insurance; building leases; sanitary waste and refuse collection.
· Teamwork: Playing your part in supporting HHP’s fundraising and promotional initiatives as part of the team.  
· General:  Any other reasonable duties that may be requested from time-to-time.

Person specification:

Essential:
· A relevant qualification in facilities management and/or maintenance. 
· Ability to initiate and maintain constructive relationships with partners and colleagues.
· Experience of handling confidential information.
· An ability to follow company procedures.
· Experience of managing buildings and contracts.
· Strong communication skills, organisational abilities and attention to detail.
· Good organisation and time management skills.
· Good IT skills.
· Willingness to work flexibly in response to the day-to-day requirements of the charity.

Desirable:
· Experience working with homeless or vulnerable people and knowledge of the issues surrounding homelessness.
· An understanding of project management, budgeting and advocacy.
· An operational understanding of maintenance issues.
· Ability to work on own initiative.
· Commitment to self development.

Reporting lines:

The postholder is responsible to the Chief Executive.

Close working relationships will be with colleagues in the client services team and the finance team.
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