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	 	JOB DESCRIPTION  	 
 
Before completing this form, please read the BTP ‘Guide to writing job descriptions for Police Staff roles’ document. 
	A. 
 
	POST DETAILS: 
Job Title: 	        Building Service Manager 
	Current Grade:  A6
	 	 

	 
	Department: 	Commercial and Estate Services  
	Area: 
	FHQ 	 

	 
 
 
	Reports To: 	Head of Estates and Facilities  
Level of vetting: 	 
 	 
	No of Posts: 
 
 
	2  	 
 	 
 	 


 
	B. 
 
 
	PURPOSE OF THE POST: Why the post exists and what it has to achieve 	 
Operational Management and provision of an efficient, effective and economic customer-orientated Estates Services function to London based Force Headquarters premises. 
 
 	 
 	 


 
	C. 
 
 
    
	DIMENSIONS OF THE POST The key statistics associated with the post 	 
Financial – Direct or Non-Direct 	 
The holder of the post had an indirect influence on where part of FHQ Facilities budget is allocated through contracts and one-off works.  	 
 
Staff Responsibilities – Direct or Non-Direct 	 
Direct: None
Non-Direct: None
 
 Any Other Statistical Data 	 
Co-ordinate the facilities management activities, ensuring that the service delivered is customer focused and timely.  




 
   D.	PRINCIPAL ACCOUNTABILITIES: What the job is accountable for and required to deliver 	 
	• 
	Deliver management of Facilities Services functions to all A Div Locations, providing an effective, efficient range of support services, which meet agreed policies and service level agreements. 

	• 
	Develop, provide and maintain standardized support for premises/departments and be the first point of contact for any facilities related issues at these locations/departments.  

	• 
	Conduct planned frequent visits to satellite locations (including FHQ departments) to carry out facilities audits and ensuring that service provided is consistent, effective and efficient across all London based locations, as well as provide a capacity to deal with emergencies at these sites.  

	• 
	Responsible for, arranging, managing and coordinating the maintenance work requested with the contractors and suppliers (hard and soft FM) at all locations ensuring that the best value and most efficient service is provided. Ensure that contractors are vetted to BTP standards, provide suitable and sufficient risk assessments, all permissions and permits are in place and works are carried out to agreed specification.  

	• 
	Management of FHQ Facilities contracts in relation to goods and services; maintenance and all soft FM areas (including the provision of conference facilities, meeting rooms, audio visual equipment).  

	 	• 
	Ensure adherence to all health and safety procedures and fire risk assessments during day to day 	 activities and projects. Responsible for arranging and coordinating works that have identified during Health and Safety checks and Fire Risk Assessments.  

	• 
	Managing (in respect of London based FHQ premises), identifying requirements, designing, planning, coordinating and implementing of small and medium office moves and support in relocation projects the decommissioning of buildings.  

	• 
	Support to Facilities Management Intelligent Client and contribute to setting up standardized systems/ procedures and department knowledge base.  

	• 
	Evaluate, review and improve procedures and processes for all facilities related activities (i.e. Premises maintenance; health and safety; security; space management; room bookings) and ensure that they are adhered to and managed.  

	• 
	Ensure that established facilities KPI are met and identify areas for improvement and implement any changes to meet force and departmental objectives.  

	• 
 
	Where required, support efforts to properly manage and administer asset management, access control and ID card management.  
 
 	 


 
	E. 
 
 
 
 
	DECISION MAKING: 	 
Make decisions 
The post holder will have a significant input to decisions in respect of the role, processes and procedures based on practical first-hand experience.  
The post holder will contribute on relevant technical input to property related projects within the geographic Area 	 of responsibility.  
The post holder will be required to work unsupervised for extended periods of time and identify/implement action required.  
 	 
Significant say in decisions 	 
 	 


 
 
F. CONTACT WITH OTHERS: The frequent contacts the post holder has with others and for what purpose 	 
	 	Internal 	 
Officers in charge of FHQ London based locations  
 	Head of departments and Senior Officers across BTP as a budget holders  	 
BTP staff and officers 
 
External 
Contractors and suppliers 
Visitors and members of the public 
 	Professional institutions 	 
External consultants 
Landlords and managing agents.  
Local Authorities and other regulatory bodies, including other Police Forces.   	 	 


 
 

G. REQUIREMENTS: The skills, knowledge, experience, qualifications and training required to perform the job. 	 
	 	Essential Criteria: 	 
Qualifications and Training: 
· Qualification in Business administration or a minimum of one year practical experience in Facilities 
 	Management.  	 
· Health and Safety qualifications (IOSH) or working towards one.  
· Auto CAD training or working towards one.  
 
 	 	 
Experience: 
· Working effectively in a busy environment. Evidence of owning and prioritizing workload to deliver high level of performance and accuracy.  	 
· Strong problem solving and management skills.  
· Previous hands on practical experience of facilities management.  
 
 	 	 
Skills: 
· High level of verbal and written communication skills with ability to demonstrate interpersonal skills of persuasion and negotiation.  
· Ability to capture record and relay information in a concise and straightforward manner.  
· High attention to details and level of accuracy.  
· Ability to develop and maintain effective working relationships with key stakeholders and colleagues.  	 
· Self-started, self-motivated with the ability to work under pressure, produce high quality work and exercise both initiative and discretion.  
· Effective time management, prioritization and organizational skills.  
· Flexible approach to work, strong ability to work effectively towards business priorities without close supervision or direction.  
· Highly effective customer service skills.  
 	 
Knowledge: 
· Good IT skills.  	 
· Knowledge of facilities related issues.   	 	 


 	
    Desired Criteria:  	 
	Qualifications and Training: 
 	 
BIFM qualification 
 	 	 
Experience: 
 	 
Experience of Concept – Computer Aided Facilities Management System 
Experience of Maximo- Computer Aided Facilities Management System
 	 	 
 	Skills: 	 
 	 	 
 	Knowledge: 	 
 	 	 


 
 
	H. 
 
	ANY ADDITIONAL INFORMATION: Information relevant to the role, including any particularly challenging/ difficult aspects of the 	 job. If competencies have been developed for this post, these can be listed here. 
 	 


 
 
	I. 
 
	AUTHORISATION DETAILS 
Prepared By: 	Deputy Director of Commercial and Estate Services 
	Date: 
	 
04.12.2019 	 

	 
 
	Area Commander 
/FHQ HoD: 	Director of Finance, Commercial and Estate Services 
 
	Date: 
	04.12.2019 	 
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