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Role:	Head of Estates and Facilities

Location:	Ebury Street / hybrid working with extensive travel to other sites
Hours:	35 hours per week (Monday-Friday) with occasional out of hours work

Reporting to:	Chief Operating Officer

About us

Friends of the Elderly is a charity dedicated to supporting older people. We aspire to a society where all older people are treated with respect and have the opportunity to live fulfilled lives.

Our care homes provide high quality residential, nursing and dementia care. We also support older people to remain living in their own homes through day care services and our small grants programme. We believe no older person should be lonely and all should have opportunities to engage with their communities.

Main objectives of the Job

To ensure that Friends of the Elderly’s residents, day care members, staff, visitors and contractors are able to live and work in a comfortable and safe environment that is fit for purpose.

To oversee the effective management and maintenance of Friends of the Elderly’s property portfolio, in support of the charity’s objectives and strategy.

To ensure that appropriate systems and processes are in place to enable compliance with relevant regulations across all locations. 

To assist in the development and implementation of property-related business continuity plans.

To uphold the charity’s values at all times, working to the highest level of standards and performance, and promoting a culture of openness and transparency.

Working partnerships

Internal
Board of Trustees
Resources and Investment Committee
Strategic Leadership Team (Chief Executive, Chief Operating Officer, Charity Secretary, Finance Director)
Senior Management Team
Estates and Facilities Team
Service managers
Maintenance staff
Standards and Performance Team
Care Home and Day Care Management Teams

External
Contractors and consultants, including specialist property firms and solicitors
Regulatory bodies, including the Health and Safety Executive, Local Authorities, Fire and Rescue Services, Environmental Protection Agency, etc
Primary Fire Authority (Surrey Fire and Rescue)
Service users, their relatives, representatives, and advocates
Funders/ supporters
Care sector/ provider organisations (National Care Forum, Care England, NHS Digital etc)

Key objectives and responsibilities

· Ensure that Friends of the Elderly’s properties are safe for residents, day care members, staff and visitors.

· Develop and deliver a planned preventative maintenance programme, working closely with finance and operational colleagues.

· Oversee and monitor systems for demonstrating compliance with regulations, including for asbestos management, Legionella, fire safety, planning and building regulations, electricity, gas, boilers and all other aspects of health and safety.

· Assist in the development of an annual estates and facilities budget and keep records of expenditure. Monitor and report commitment and expenditure in accordance with finance policies and procedures. 

· Maintain a comprehensive property information system to ensure availability of up-to-date building and project plans, surveys, records, drawings, and all details necessary for effective property management.

· Produce project proposals in accordance with the charity’s project management procedure, in collaboration with colleagues across organisational teams.

· Manage property projects, involving cross-departmental teams, from proposal, through development of detailed plans, appointment and management of contractors and delivery of agreed outcomes.

· Play an active role in the identification, assessment and management of key risks relating to Estates and Facilities, and horizon-scanning for future potential risks.

· Lead the Estates and Facilities team, including line managing team members.

· Assist in the development and implementation of policies and procedures designed to reduce the charity’s environmental impact, including reducing carbon emissions.   

· Manage reactive maintenance within agreed systems and timeframes.

· Ensure that appropriate systems are in place to support service managers and maintenance teams to demonstrate property-related regulatory compliance.

· Support service managers in their role as line managers to maintenance staff, promoting a positive and professional relationship allowing teams to work together efficiently and effectively.

· Provide support and technical guidance to maintenance staff on property-related matters.

· Manage planned and reactive work streams, promoting safe work practices, effective training and cover for planned holidays.

· In consultation with the Chief Operating Officer and Strategic Leadership Team, deploy staff and resources efficiently to meet specific objectives in line with Friends of the Elderly’s property upgrade and maintenance plans.

· Develop and promote positive working partnerships with different teams to deliver agreed outcomes.

· Create and maintain an adequate network of consultants, contractors and suppliers in accordance with the charity’s procurement policies and procedures.

· Ensure that centrally-appointed contractors are cleared to work within a Friends of the Elderly care home/ service in accordance with the charity’s safeguarding policies and best practice.

· Ensure that contractors are competent and follow the charity’s policies relating to contractors on site and safe working practices. 

· Ensure that contractors complete work to agreed contract specifications.

· Provide professional and technical support to all areas of the business as required.

· Liaise with maintenance staff and their line managers to help monitor levels of service offered, to aid better management and improve service delivery and reporting.

· Produce written reports as required for the Senior Management Team and Resources and Investment Committee.

· Provide telephone support to care homes and services during out-of-hours emergencies.

· Ensure property records are continuously updated.

PERSON SPECIFICATION

	ESSENTIAL
	DESIRABLE

	Qualifications Required

· RICS qualification – Building Surveyor
or
· A degree in a related discipline.
	
· Corporate membership of an appropriate professional body or already working towards membership.

	Experience Required

· Substantial experience in estates and facilities management and property maintenance.
· Assessment, appointment and ongoing management of contractors. 
· At least two years’ experience in the health or residential care sector.
· Planning and implementation of maintenance works at multiple sites.
· Estimating and cost management.
· Management and upkeep of all aspects of property and estate information.
· Demonstrable experience of working within an operationally focused environment, meeting the requirements of a disparate group of service users and stakeholders.

	

· Setting up and managing service contracts.
· Energy and utility management.
· Landlord and tenant aspects of property management.
· Grounds maintenance management.

	Knowledge and Skills Required

· Knowledge of statutory requirements related to property maintenance and management.
· Excellent written skills (an example will be requested).
· Ability to prepare specifications to tender works including sketch drawings (an example will be requested).
· Able to provide written and drawn information to assist maintenance staff.
· Able to co-ordinate and manage efficiently a programme of works across multiple sites.
· Able to provide timely and accurate reports.
· Able to communicate clearly and concisely and in writing where appropriate with stakeholders of all levels.
· Able to maintain accurate records of work undertaken and instructions given.
· Able to continuously gather information to plan future work.
· Highly computer literate and able to use that to work efficiently.
· Knowledge and understanding of forms of contract.
· Qualified or experienced in project management methodology.
· CAD competence.
· Ability to analyse complex data and provide simple explanations. 
· Ability to work as part of a team.

	

· Extensive industry experience.
· Working knowledge of FM services.
· Familiar with NBS specification systems.
· Knowledge of M&E services.
· Knowledge of the ESG agenda, with an emphasis on reducing carbon emissions.


	Personal Attributes
· Car driver with full, clean driving licence.
· Focussed on delivery.
· Takes ownership of problems and resolves them.
· Patient and supportive of non-technical managers.
· Effective manager of time and resources.
· Able to provide practical solutions to problems.
· Commitment to and affinity with the charity’s values.
· Sensitivity to the needs of older people, their families and friends, and staff at all levels.
· Commitment to equality, diversity, and inclusion.
· Ability to analyse situations and make appropriate decisions.
	
· Positive, proactive and flexible attitude.
· Ability to inspire staff and stakeholders.
· Confidence to communicate at senior level and represent the charity at external events. Solution-focussed and supportive of individuals and teams, in both positive and negative situations.
· Desire to make a difference.
· Self-motivation.
· Empathy.
· Approachability.
· Reliability.
· Resilience.
· Ability to use initiative.
· Interested in the design of buildings and services for older people.
· Technical bias towards engineering services.




Health & Safety
You’ll follow Health & Safety policies and be aware of safety hazards in our services. You’ll follow risk assessment procedures and safe systems of work. 

Policies & procedures
To be familiar with and comply with the charity’s policies and procedures. 

Supervision & appraisal
To attend regular supervisions with your line manager and participate in the annual appraisal scheme.

Learning & development
To undertake statutory and mandatory training to meet the requirements of current legislation and attend appropriate training courses to enhance personal and professional knowledge and skills.

Confidentiality
Privacy is very important to us, so you’ll respect the confidentiality of our service users, your team and the charity, plus members of the public. You’ll make sure that all confidential documents are stored correctly and securely.

Safeguarding
Our service users are everything to us, so you’ll make sure that they’re protected from abuse and neglect. You’ll follow our Safeguarding Procedure and, if you see or suspect abuse, report it straight away.

Equal opportunities statement
We are committed to promoting equal opportunities in employment. You and any job applicants will receive equal treatment regardless of age, disability, gender reassignment, marital or civil partner status, pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or belief, sex or sexual orientation.

Please note that the duties and requirements in this job description may change as the needs of our services change. They may also change to align with future policies.
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