LONDON BOROUGH OF LEWISHAM
JOB DESCRIPTION
	Designation:
	Service Manager, Educational Estate, Compliance & Contracts 

	Grade: 

	PO8

	Reports to 

(Designation):
	Head of Business, Infrastructure, Compliance and Education Operations

	Grade:
	SMG3

	Directorate:
	Children and Young People
	Section:
	Education Services


Main Purpose of the job: 

The Service Manager, Educational Estate, Compliance and Contracts will:

· Lead on the delivery of an educational estate that is fit for purpose, that enables the delivery of high quality education for all children and young people that need it, including the identification and delivery of urgent and planned capital works to ensure that buildings remain open throughout the year, so that schools can provide sufficient educational provision as is statutorily mandated.
· Be responsible for the audit, advice and support given to schools to manage health and safety, their estates management and statutory/regulatory compliance of the Councils educational estate.

· Be responsible on behalf of the Directorate for managing, controlling and developing corporately managed contracts provided for schools and for the purposes of managing the educational estate.  Contracts will include; school meals contract, FM contract, capital contracts and managing consultants. This will involve identifying new opportunities and obtaining agreement to pursue those, managing procurement and other commercial processes to enable the contracts to deliver the required outcomes.

· Lead and manage the Educational Estate Team, Education Compliance and Health and Safety Team and the Education Contracts Team. 
· Advise Mayor and Cabinet, Executive Directors, Directors and Heads of Service on all matter relating to the above, including proposals for change, associated risks and financing options.
Main Specific Responsibilities:

a. Provide professional and technical advice on estate management and school contract matters, ensuing that all tenders for work and associated appointment of developers, contractors, consultants, and advisory services are in line with the Council’s procurement guidelines, standing orders & financial regulations, whilst complying with Statutory requirements. 
b. Lead and manage all school contract matters related to their scope of works and services, specifications, design, adverts, tenders, selection, mobilisation, demobilisation of the contracts.

c. Lead, manage and develop the monitoring, review and feedback on the school contracts quantitative and qualitative key performance indicators, identifying trends, non-compliance risks and remedial action. 

d. Be the responsible budget holder for the group budget and be accountable to the Head of Service for the proper allocation of funds, delivery of savings, financial planning, service planning and adherence to cash limits, managing annual budgets of circa £20m, as appropriate to ensure timely progression of works and services. 

e. Provide advice and support to schools in pursuit of the effective and efficient maintenance of buildings with particular emphasis upon compliance with building related health and safety legislation.

f. Provide support to senior management in relation to all aspects of school buildings’ asset management. 
g. Lead and develop the schools catering (and kitchen maintenance) offer, including developing the specification, procuring and managing the contract, ensuring compliance, representing school’s needs, ensuring performance standards are met and seeking synergies with other catering needs across the council. Thereby ensuring that the duty to provide school meals is discharged.  
h. Lead, develop and commission an efficient and effective programme of agreed capital works projects in schools, including the commissioning of and aligning to an appropriate periodic estates condition survey

i. Develop and maintain the systems for Asset Management planning of the schools estate.

j. Be responsible for the development, management and delivery of performance standards for schools' soft FM services. 
k. To provide advice and support to schools in relation to Health & Safety in accordance with the Council’s duties as the Employer. 

l. To provide advice and support to schools in connection with business continuity planning, resilience and emergency planning. 
m. Effectively manage of the Lewisham school playing fields, including development opportunities and how they can be utilised more widely within the community. 

n. Engage (on the councils behalf) with relevant bodies including, Greater London Authority, London Councils, EBDOG etc, to ensure that Lewisham’s interest is represented and influencing relevant lobbying organisations to champion for the councils benefit
o. Maintain an up-to-date knowledge and understanding of relevant government, partner and Borough policies, legislation and guidance, and contributing to new thinking and policy development at local, regional, national and international level  
p. Manage and control a portfolio of projects, partnerships, work streams and day-to-day activities as directed by the Head of Service, in line with agreed objectives.

q. Contribute to the annual business plan ensuring school contracts work priorities, programmes, performance indicators, quality targets are reflected to ensure the contracts achieve agreed objectives. 
r. Lead and develop a matrix managed environment in which workloads will be varied and priorities will change on a regular basis. To manage effectively within that structure, managing staff, external contractors and consultants as required, providing effective motivation, direction, performance management, coaching and personal support to enable them to work effectively within the matrix-managed nature of the team.

s. Promote service innovation and improvements, liaising with other organisations to share good practice and benchmark performance to ensure the continuous improvement of service targets and outcomes.

Main general responsibilities

1. Communicate the vision of outstanding standards of education for all;

2. Fulfil statutory and regulatory duties on behalf of the Local Authority;

3. Act as an agent of change, and where appropriate addressing underperformance in partnership with leaders of provider organisations;

4. Meet individual, agreed objectives within the framework of relevant service plans

5. Help enable access to care and education, and improvement in children and young people’s well-being, progress and attainment.

6. To undertake other duties consistent with the grade and scope of the post and within the competence of the post holder as required.

7. To carry out the duties of the post with due regard to the Council’s Equality and Diversity Policy

8. To keep up to date with health and safety legislation 

9. To participate in the Performance Evaluation Scheme (PES) and to undertake appropriate training and development

10. To assist in carrying out the Council’s environmental policy within the day to day activities of the post

Internal Contacts: Chief Officers, Mayor and Cabinet, Elected members, Heads of Service across directorates, staff within CYP

External Contacts: Government departments and agencies, National consultative groups, Local government representative groups, Schools (including head teachers and governing bodies), Partner organisations, contractors and suppliers, Members of the public and community groups, Professional bodies, Diocesan Boards of Education, Professional Bodies

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

Number of directly managed staff: 5
Title:
Senior Contracts Officer

Grade: PO4

No of posts: 2
Title:
Schools Compliance Advisor
Grade: PO4

No of posts: 1
Title:
Property Officer


Grade: PO2 

No of posts: 1
Title:
Service Improvement Officer
Grade: SO1

No of posts: 1
Number of indirectly managed staff: 3

Title:
Energy Data Officer


Grade: PO1

No of posts: 1

Title:
Contract Officer Catering

Grade: PO1

No of posts: 1

Title: 
Contract Officer FM


Grade: PO1 

No of posts: 1
Plus external consultants and contractors
PERSON SPECIFICATION
JOB TITLE: Service Manager, Educational Estate, 
POST NO:

    
    Compliance and Contracts   
DEPARTMENT:
CYP





GRADE: TBC
Note to Candidates

The Person Specification is a picture of the skills, knowledge and experience needed to carry out the job.  It has been used to draw up the advert and will also be used in the shortlisting and interview process for this post.

Those categories marked 'S' will be used especially for the purpose of shortlisting.

Please ensure that Equality and Diversity issues are addressed specifically in relation to the role for which you are applying when addressing the requirements of this person specification where appropriate.

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 the requirements.

	Person Specification
	Shortlisting

	Equality & Diversity
	

	Awareness of and a commitment to Equality of Access and Opportunity in a diverse community 
	S

	Understanding of how equality and diversity relates to this post 
	S

	Knowledge
	

	Excellent understanding of estates management services and the related legislation and approved codes of practice
	S

	Excellent understanding of contract procurement and management and related legislation and approved codes of practice
	S

	Excellent understanding of the political interface in a local authority and the role and needs of elected members.
	S

	Excellent understanding of the issues facing the management of a public sector organisation
	

	Excellent understanding of principles of financial management and control.
	

	Excellent knowledge of procurement practice. 
	S

	Excellent knowledge of Health & Safety legislation. 
	S

	An understanding of Asset Management and statutory compliance in relation to buildings
	

	Skills
	

	Able to lead by example; empowering and motivating; building effective teams and relationships; supporting employees to develop and achieve their personal and organisational goals.
	

	Evidence of a flexible approach and experience in developing creative and innovative solutions to meet customer needs.
	

	Good written and oral presentation skills and experience of influencing and negotiating effectively.
	

	Experience of developing, negotiating and achieving stretching performance targets.  
	

	Excellent project planning and process management skills
	

	Experience
	

	Clear evidence of contract management experience within a similarly complex and challenging environment with experience of managing programmes of work. 
	S

	Experience of leading contract negotiations, achieving best value for the organisation. 
	S

	Experience of successful budgetary management and control. 
	S

	Evidence of having delivered effective performance measures and a performance culture that achieves objectives and drives up performance standards.    
	

	Experience of developing and managing strategic partnerships that are focused on outcomes rather than process and that have made a demonstrable difference to the quality of programme delivery. 
	S

	Track record in successful delivery of large scale projects in a complex organisation.
	

	Experience of managing a multi-disciplinary team through a period of change. 
	

	Evidence of planning and prioritising work and deploying resources.

	

	Demonstrable evidence of working under own initiative and taking difficult decisions.
	

	Experience of leading on property and contracting issues.

	

	Evidence of building and maintaining effective working relationships with Senior Officers, external partners, advisors and project stakeholders 
	

	Circumstances
	

	Ability to attend evening meetings and site visits at schools
	

	Ability to work flexible hours which may include some weekends
	

	Ability to prioritise workload and commitments to meet changing needs of service
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