






	
Job Description – Facilities Manager
Project: Aldingbourne Country Centre
Work Location:	 Aldingbourne Country Centre

Directly responsible to: Visitor & Enterprise Operations Manager
Overall responsible to: The Managing Director, The Aldingbourne Trust.
















We have exciting plans for the future and are seeking an energetic, enthusiastic individual to lead our small but dynamic site team to keep our estate safe, legal, compliant, efficient and fully functional at all times, ensuring that the Aldingbourne Country Centre is an attractive and welcoming environment for everyone.

The Aldingbourne Country Centre, an Aldingbourne Trust social enterprise, is a 26 acre, popular Visitor Attraction located on the edge of the South Downs National Park offering a great day out for families to play, a state-of-the-art conference centre for people to meet and a welcoming café where everyone can eat. We are also home to several other enterprises including Wood Recycling and Horticulture.

With over 70,000 visitors a year, we pride ourselves on giving people a great experience in an attractive, creative and welcoming environment which includes state of the art buildings, open farm, various indoor and outdoor play areas, woodland walk, maze and camping fields and have just been awarded the accreditation of VisitEngland Quality Assured Visitor Attraction. 

The Aldingbourne Trusts provides a range of services for more than 1500 people with learning disabilities including autism, Asperger’s Syndrome and Down’s Syndrome as well as for people who also live with physical disabilities. We are on a mission to support people with learning disabilities and or autism, to develop and live the lives they choose, operating more than a dozen social enterprises as part of our entrepreneurial approach to providing opportunities alongside supported living and outreach services for people close to and in places close to where they live.

We believe so strongly in the achievements of the people we support many of whom work alongside our colleagues across the Country Centre showcasing exactly what they can do.

General Purpose:

Joining our team as a Facilities Manager will provide you with an exciting opportunity to contribute to the success of our visitor attraction, working alongside the premises team, in managing and further developing our building management and site services.

If you are a proactive and detail-oriented professional with a passion for maintaining safe and well-functioning facilities, experience in implementing and managing a Planned Preventative Maintenance (PPM) program, creating and managing a facilities helpdesk, managing RHI claims and have experience managing a team, we invite you to apply for this challenging role.


Key Terms and Conditions:
· Salary - £33401.05 to £35584.50 per annum pro rata, depending on experience.
· Hours of work – This is a part time, permanent position, working 22.5 hours a week. The exact hours of duty will be as agreed on appointment but staffing is required by the team 8.30am to 4.30pm.
The nature of the post warrants some weekend working, including public holidays and the postholder being on call as required for occasional emergencies.
· Pension: The Aldingbourne Trust offers a contributory pension scheme to qualifying staff.  
· Annual leave: 25 days in each year, pro rata for part time staff. 1 extra day per annum after 5 years of service, up to a maximum of 5 extra days after 10 years.  
· Sick leave: After the first month’s service, 2 weeks at full pay in a rolling 12-month period (pro rata if Part Time) 
· Emergency family care/ career’s leave: Up to 6 days per annum (pro rata if Part Time) 
 
Employee Benefits: 

· Life Assurance: 2 x your annual salary  
· Employee Assistance Programme  
· Bicycle voucher scheme  
· Eye care vouchers  
· Discounted gym membership 
· 10% staff discount at Seasons Nursery (based at Aldingbourne Country Centre) 
· 10% in ACC shop, ACC café, Horticulture, MAKE, and MAKE Café.  
· Peer Support Groups – Menopause Support, Mental Health First Aid, and Neurodiversity 
· Staff and volunteer awards 
· Qualify for the national Blue Light Card discount scheme 
· £200 refer a friend scheme (payable when the new person starts) 

Duties and Responsibilities:
· Staff Management: Lead and manage a team of four maintenance staff, providing guidance, direction, training, support, and performance feedback, fostering a culture of teamwork, accountability, and continuous improvement within the department. Conduct regular team meetings to communicate objectives, address concerns, and promote collaboration.
· Maintenance and Repairs: Plan, schedule, and coordinate maintenance activities to ensure that buildings and facilities are kept in excellent working condition. This includes researching, creating, establishing, developing and managing reporting processes, regular inspections, identifying repair needs, and arranging for necessary repairs and upgrades.
· Building Management Software: Manage existing systems for energy, maintenance, security and visitor management. Research and recommend new systems to improve efficiency.
· Budget Management: Develop and manage the facilities budget, ensuring cost-effectiveness while maintaining high-quality standards. This may involve obtaining quotes from vendors, negotiating contracts, and monitoring expenses.
· Contractor Management: Oversee and administer the activities of contractors and subcontractors including selection, safety and compliance and performance monitoring.
· Vendor Management: Oversee and coordinate relationships with external service providers and contractors, such as waste management, cleaning services, HVAC maintenance, security, and other facility-related services.
· Safety and Compliance: Ensure that the facilities comply with relevant health and safety regulations, building codes, and industry standards. Develop and implement safety protocols and emergency response plans.
· Sustainability Initiatives: Implement eco-friendly and energy-efficient practices to promote sustainability and reduce the environmental impact of the facilities.
· Asset Management: Create and maintain an inventory of all facility assets and equipment, tracking their condition, lifespan, and replacement needs.
· Fleet Management: Ensure the efficient and cost-effective operation of the company's fleet of work vans and mini-buses while maintaining high levels of safety and compliance with regulations.
· Record-Keeping: Keep detailed records of maintenance activities, expenses, and service contracts. Generate reports and performance metrics to assess the efficiency and effectiveness of facility operations.
· Communication and Collaboration: Develop excellent working relationships with Country Centre staff, volunteers, people we support with disabilities and visitors. Collaborate with other departments to ensure facilities align with organisational needs. Communicate with stakeholders about facility-related updates and developments.
· Project Management: Manage facility-related projects, such as renovations, expansions, or relocations, from planning to execution.
· Crisis Management: Act as a point of contact during emergencies or crises related to the facilities, coordinating responses and ensuring employee safety.


Person Specification: 

Essential:

· Proven experience in facility management of wide range of estate management and various assets including real estate, machinery and equipment
· Sound knowledge of building systems and maintenance practices.
· Broad compliance and risk management, including knowledge of Health & Safety, CDM regulations, Emergency procedures and Fire & Security procedures and industry best practices.
· Working knowledge of industry software systems for facilities and asset management.
· Practical knowledge and experience of facilities and landscape (hard and soft) maintenance works.
· Strong organisational, leadership and decision making skills, as well as problem-solving abilities are essential in this role to address various facility-related challenges.
· Effective communication and interpersonal skills.
· Excellent people and customer service skills.
· Experience of managing budgets, finances, projects and contracts/contractors.
· Advanced IT skills, proficient in using computerised maintenance management systems (CMMS) and other relevant software.
· Full driving license with Categories D1E, f & k

Desirable:

· Hold a NEBOSH/ IOSH/ qualification (National General Certificate in Occupational Health and Safety) or equivalent 
· Strong knowledge and experience in establishing, implementing, and maintaining a Quality Management System (QMS) such as ISO 9001.
· Knowledge and experience of the Renewable Heat Incentive programme and claim process
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