
LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Head of Facilities Management 
	Grade:


	SMG 

	Reports to 

(Designation):
	Director of Public Services
	Grade:
	JNC

	Directorate:
	Corporate Resources
	Section:


	Facilities Management


Main purpose of the job: 

Total accountability for the overall management, planning and strategic direction of the Council’s Facilities Management (FM) services.

To provide strategic advice to the Council with regard to all FM Services and to ensure that policies are implemented and monitored in order to meet the aims of the strategies as agreed by the Council.

To ensure the strategic performance of FM services, working with partners, delivers the Council’s aims and objectives in relation to services.

MANAGEMENT ROLES & EXPECTATIONS

As a Lewisham Head of Service you will:

1. Be responsible for professional advice and support in service area to deliver in partnership with others the Council’s vision, values and ways of working.

2. Take overall responsibility for the planning and management of services, ensuring community and customer needs are identified and met.

3. Ensure the delivery of identified service objectives and continuous improvement of service targets.

4. Achieve results through the effective management and development of people.

5. Ensure the effective deployment of financial resources and compliance with statutory, professional and organisational framework.
Personal responsibilities and duties:

1. To be accountable for the leadership and management of both hard and soft FM services and Utilities Management ensuring the delivery of services to the corporate estate, largely contained within Catford.
2. To manage the delivery of hard FM services through an in-house team delivering multi-skilled and handyperson services, as well as through external contractors delivering M&E and more complex building fabric maintenance, as well as a range of specialised contractors delivering specialised services such as lightning protection, UPS and BMS maintenance.
3. To manage soft FM services either through in house delivery (cleaning to move in house from 2022 and security via contract) or through contracts.

4. To lead on the delivery of the front of house reception and committee meeting support services to enable the delivery of participative virtual meetings.

5. To provide advice and guidance on ‘in house’ versus ‘external contracts’.  

6. To lead on the procurement of services and on-going contract management to ensure efficient and effective delivery in line with the Council’s financial procedures and standing orders.
7. To lead on the insourcing of FM services.

8. To be accountable for ensuring the long term maintenance of the corporate estate by developing schedules of repair, stock condition data, the procurement of goods, works and services.
9. To be accountable for ensuring compliance with all statutory Health and Safety and legislative requirements, including the preparation of reports and data management.
10. To develop and implement the Council’s policy and strategic approach for all aspects of facilities management in line with statutory obligations of the authority and to represent the Council in these matters.

11. To support the delivery of the Councils Climate Change agenda to make Lewisham a greener and safer place to live and work.

12. To be a member of the divisional senior management team and make a proactive contribution to corporate leadership and collaborative working.
13. To advise the Director and Executive Director and senior managers on all aspects of Facilities Management.
14. Work closely with Directors and other senior officers across the Council to ensure the smooth delivery of FM services.
15. Develop risk management strategies within the service relating to the corporate estate.
16. Implement policies for procurement of works and delivery of property and FM services.
17. Develop management strategies/systems to address key FM issues within the estate ie: cleaning and security services, front of house services, room bookings etc.
18. Develop and maintain key working relationships with both internal and external stakeholders.
19. To manage, monitor and control the annual service and Ultilities budgets of circa £10m, in line with the Council’s financial and standing orders.
20. Management of circa 95 members of staff through three direct reports. 
21. To be a member of the divisional senior management team and make a proactive contribution to corporate leadership and collaborative working.
All employees are required to:
1. Participate in the Performance Appraisal Scheme (PES) and to undertake appropriate training and development identified to enhance their work.
2. Carry out the duties of the post with due regard to the Council’s Dignity at Work Policy and core values.
3. All employees are required to comply with the Council's Health & Safety policies and procedures at all times, taking due care for themselves, colleagues and members of the public.
4. Assist in carrying out the Council's environmental policy within the day to day activities of the post.
5. Undertake other duties, commensurate with the grade, as may reasonably be required.
6. Treat all information acquired through employment, both formally and informally, in strict confidence.
Contacts:

Internal Contacts: These may include Chief Officers, Elected members, other Councillors, senior staff in other Directorates, fellow members of staff, members of the key governance boards and working groups. 

External Contacts: These may include senior staff of local authorities, Trade Union officials, members of the public, local interest groups and voluntary sector organisations and strategic partners and stakeholders.
Private Sector: These may include consultants/consultancies, Council’s commercial lessees, developers, strategic partners and stakeholders, contractors and suppliers, and professional bodies. 

THIS JOB DESCRIPTION MAY NEED TO BE AMENDED BY THE DIRECTORATE TO MEET THE CHANGING NEEDS OF THE SERVICE.

Number of staff managed: circa 95
External consultants and contractors managed: circa 60
LONDON BOROUGH OF LEWISHAM
 PERSON SPECIFICATION

	Designation:
	Head of Facilities Management
	Grade:


	SMG 

	Reports to 

(Designation):
	Director of Public Services
	Grade:
	JNC

	Directorate:
	Corporate Resources
	Section:


	Facilities Management


S: criteria for shortlisting

	Equal Opportunities
	Commitment to implement the Council’s Equal Opportunities Policies

Awareness of equalities issues.
	S



	Knowledge 
	Knowledge of M&E plant and equipment typically found in office, commercial and other non-domestic buildings including HVAC, electrical installations and plumbing. 

Knowledge of the building construction and the built environment.

Knowledge of the principles of financial management and control.

Knowledge of the principles of contract management and control.

Knowledge of procurement practice.

Detailed knowledge of Health & Safety legislation with regard to facilities management.
	S

S

S

S

S
S

	Aptitude
	Able to establish effective and productive working relationships with colleagues, contractors and other internal and external stakeholders.

Ability to influence at all levels of the organisation and to constructively challenge.

Able to define risks, prioritise and plan to manage resolution to tight deadlines.
Able to achieve successful outcomes and able to act firmly and decisively both corporately and collaboratively.

Able to horizon scan and establish changes in legislation, the construction sector and other relevant areas, to ensure the service continues to meet expectations. 


	

	Skills


	Excellent interpersonal and communication skills – ability to communicate effectively verbally at all levels and in writing, including drafting reports and procedures, both written and verbal.
Ability to provide clear and unambiguous advice on complex issues.
Excellent people management skills.
Excellent contract management skills.

ICT literate to a good level.

Demonstrate commercial and political awareness and sensitivity.

	

	Experience


	Demonstrable management experience in facilities and of working in a multi-faceted FM environment that involves the maintenance of buildings.

Experience of managing staff and contractors working in a customer orientated environment to deliver specified outcomes. 
Experience of successful budgetary management.

A good track record of risk management, performance and contract management (including monitoring and auditing). 

Experience of reviewing services in partnership and delivering  organisational change and service improvement.

Experience of successfully networking and managing relationships with both internal and external partners working at a strategic level 

Experience of working at a senior level to deliver corporate strategies


	S

S

S
S

S

S

S


	General Education


	Degree level in a FM, Surveying, Construction or similar relevant qualification OR educated through experience.
	S

	Personal Qualities
	Highly motivated team player with energy.

Good levels of literacy and numeracy.
A strong commitment to probity, honesty and openness, treating people consistently, fairly and with respect.

Evidence of commitment to professional development.

A confident, commercially focused individual, able to engage with and influence others.


	

	Circumstances
	Must be prepared to work outside normal office hours in order to meet strict timetables and achieve required outcomes.
	S


DBS Disclosure Required?      No                       Basic              
[image: image1]Enhanced                  

(Tick as appropriate – guidance available from your HR Advisor)

Physical

Generally candidates must meet the standard Lewisham requirements for the post  

If you are a disabled person, but are unable to meet some of the job requirements specifically because of your disability, please address this in your application.  If you meet all the other criteria you will be shortlisted and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet requirements.













X








PAGE  
1

