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FALMOUTH TOWN COUNCIL
JOB DESCRIPTION

FACILITIES MANAGER

SCP 26-31
RESPONSIBLE TO: TOWN CLERK

MAIN RESPONSIBILITES WILL INCLUDE: 
1. To manage and motivate staff to ensure they are adequately briefed to enable them to undertake work in a correct, safe and timely manner, including: work rota setting to ensure staffing complement, unsociable hours working and on-call service are maintained and, identifying training and development requirements to continuously improve staff technical skills, and undertaking their annual appraisals. This includes disciplinary, capability and associated issues up to first stage.
2. To oversee the work of Council operatives as well as contractors to ensure their work is carried out to specification and in a correct, safe and timely manner and to a satisfactory standard.
3. To agree, set and maintain planned maintenance regimes for Council properties. Providing regular review reports to the Council on the condition of its premises. 

4. Ensuring the safe operation, renovation and cleansing of public conveniences 
5. Preparing and obtaining consents for works including planning permission. Instruct, procure and oversee those works.
6. To set contract specifications for facilities maintenance, cleansing and other contracts. To obtain quotations and tenders for the program of works and one off projects.

7. Manage projects and provide update reports to the Council and Town Clerk.
8. To oversee the Council’s Property and Inspection Officer to ensure the compliance regimes applicable to Council buildings and facilities are adhered to.
9. Ensure compliance and log keeping in terms of the safety of Council facilities and services. Working with the Councils RFO to maintain the facilities asset register for audit and insurance. 
10. Manage day to day operational issues arising within the Town Council occupied buildings.
11.
Commission  surveys, be responsible for ensuring that H&S/compliance and facilities management records are maintained.
12. To be on alarm call out list and to attend as required and maintain the on call rota for staff.  To liaise with the police on all facilities policing and security issues.
13. To assist in the setting of appropriate budgets and ensuring the cost effective delivery of services within allocated budgets.
14. To monitor the use of consumable items and spares and make arrangements for their replenishment.
15. To maintain seats, shelters, noticeboards and other street furniture as directed. 
16. To ensure that all vehicles, plant and equipment used by the facilities team is regularly maintained, including the completion of inspection records.
17. To monitor facilities, plant and equipment to ensure safe working practices with health and safety regulations, and to the correct reporting / maintenance system. To understand and ensure adherence of the relevant health and safety regulations and their applications including:

· promoting safe working practices at all times
· ensuring safe and secure storage of materials and equipment

· carry out operational risk assessments

18. To adhere at all times to the policies and instructions of the Council.

19. To serve and attend meetings, civic events and awards ceremonies as a representative of the Council as required.

20. The above list is an example of the duties and there will be other duties that might reasonably be required.
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