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	Job Title:	
	Assistant Estates & Facilities Manager	Location/Service:

	CS
	Department:
	E&F
	Reports To:
	Group Estates Manager
	Responsible For:
	Facilities Management
	Budgetary Responsibility:
	Delegated

	Level of DBS  Check Required:
	Enhanced
	Expected Regulatory Responsibility:
	Support the Group Estates Management

	Does the role require travel to multiple sites?
	Yes

	Purpose:

	This role will support the Group Estates Manager to ensure the fabric and high quality of our environments, including capital development programs, major repairs, audits and risk assessments. 

The role will ensure homes and buildings are refurbished to a high standard whilst managing contractors in a safe and controlled way adhering to Contractor (Design and Management) Management 2015 Regulations. 

The role will support in ensuring Fire safety regulation compliance for the services managed and ensure Fire Risk Assessments and regular checks are completed. 

The role will support in ensuring Legionella regulation compliance for the services managed and ensure the Legionella Risk Assessment and regular checks are completed..

	Key Role Responsibilities/Accountabilities:

	Managing Service Delivery
· To work at all times to uphold Hesley Group Values, which are “person centred, outcome focused and quality driven”. As a Hesley Group employee you will be expected to treat every person that uses our service as an individual. Person-centred planning and therapeutic support are the tools we use to ensure that our services keep the people we support at the centre of everything we do. As an outcome-focused service we aim to help the people who use our services achieve their own aspirations, goals and priorities. As a company, we believe in quality driven practice and hold ourselves accountable for the quality of our service. 
· To promote and facilitate equality, diversity and rights of the people supported, at all times in accordance with statutory requirements and Hesley Group Policy and Procedures. 
· To ensure that all parts of the service’s environment are safe, welcoming, clean, hygienic, in good repair and sensitive to the needs of the people supported. 
· To actively develop and maintain good working relationships with: • Staff and people supported • Visiting contractors and all other trade personnel • Inspectors and other outside agencies and visitors • Family members. 
· To assist with reports and audits on budgets, trends and other relevant information. 
· To participate in regular audits of the quality systems as necessary. 
· To undertake regular property audits and address matters which fall below required standards, including decoration, household and flooring audits. 
· To support the Group Estates Manager to maintain high standards within the environments and to use, and ensure that the other staff use, only approved chemicals and materials in a safe and responsible manner, in line with legislation, including HACCP and COSHH Regulations. 
· To assist the Group Estates Manager to ensure compliance with all the current and prevailing national regulations and inspection standards, relevant to core functions, for this type of service, e.g. environmental health, health and safety, HASPP, COSHH, CQC, Ofsted. 
· To assist the Group Estates Manager to develop key relationships with contractors includes writing specification for minor works/refurbishment, placing instructions and ensuring CDM is managed during works. 
· To assist the Group Estates Manager with the management of buildings/estate compliance in ensuring suppliers and contractors complete planned preventative maintenance and Hesley Group service contracts in line with H&S regulations and the Hesley Group policy. 
· To maintain effective communications system by using a wide range of methods including handovers, diaries, logbooks and staff meetings (chairing/contributing to/minuting such meetings as required). 
· To promote the equality, diversity, rights and responsibilities of all staff at all times in accordance with statutory requirements and Hesley Group Policy. 
· To provide a model of good professional practice for all core staff and follow Hesley Group Code of Practice for Staff and all other Hesley Group Policies and Procedures. 

Budget Responsibilities
· To support the Group Estates Manager in managing budgets for Household items, Maintenance and capital expenditure. 
· To assist in the preparation of budgetary estimates in relation to capital expenditure. 
· To create and maintain a homely setting with which people supported can identify. 
· To maintain the fabric of the building, it’s grounds and equipment in good condition, encouraging staff and people supported to care for their surroundings and make best use of the available resources. 
· To maintain and develop up-to-date professional knowledge and skills through training, reading and other such activities and to incorporate the same into practice. 
· To be alert to problems and devise solutions to deal with them effectively, reporting bad practice and the action taken to the Group Estates Manager, General Manager, or other appropriate person. 
· To undertake such other duties and responsibilities reasonably consistent with the role of Assistant Estates & Facilities Manager as may be required from time to time by the Estates Manager and to delegate for the Group Estates Manager as required 
· To take reasonable care for the health and safety of yourself and that of others. This implies taking positive steps to understand the hazards in the workplace, to comply with safety rules and procedures and to ensure that nothing you do, or fail to do, puts yourself or others at risk. This includes managing a safe and secure environment for people supported.

N.B. The post holder may be expected to undertake additional responsibilities that are reasonably required, appropriate to grade and capability. This job description will be regularly reviewed, involving the post holder, to ensure that it continues to reflect service priorities and developments.


	Legal and Statutory Responsibilities for all Colleagues:

	Safeguarding: All colleagues have a duty to maintain a basic level of understanding of safeguarding, signs of 
neglect or abuse and how to raise a safeguarding concern as outlined in the organisations Safeguarding and 
Whistleblowing policies. 

Health & Safety: All colleagues have a duty to take reasonable care for the health and safety of themselves and others. This includes contributing to a safe and secure environment for the people who use our services.

Training Compliance: All colleagues are responsible for maintaining compliance with all mandatory training required for the specific job role they undertake or service they work in, any required qualifications and maintaining any required professional registrations to ensure professional skills and knowledge remain up to date.  

Information Governance: All colleagues have a duty to main the confidentiality and integrity of any sensitive or personal data that they access or use within their role. 

Diversity and Inclusion: All colleagues are expected to contribute to the development of an inclusive workplace and treat others with dignity and respect at all times. 

Line Management: Roles with line management responsibility are expected to ensure all direct reports, and teams they oversee, receive the appropriate levels of supervision and have an annual performance review and contribute to a culture of continuous improvement and development. 



	Person Specification:

	Knowledge
· Essential - Knowledge of relevant aspects of health and safety legislation and regulations. 
· Essential - Knowledge relating to provision of property services

Skills and Abilities 
· Essential - Ability to manage own time and multiple tasks effectively, working autonomously and using own initiative. 
· Essential - Ability to apply a comprehensive understanding of the principles and concepts of site facilities management from knowledge and exceptional management skills. 
· Essential - Ability to identify own training needs, to attend required training and maintain continuous personal development skills and ability to communicate effectively, verbally and in writing, and to understand and produce materials of a professional nature in line with required deadlines. 
· Essential - Ability to form and promote positive relationships with and between people who use our services, staff, parents and representatives of outside agencies. 
· Essential - Ability to plan and chair meetings.

Qualifications 
· Essential - IOSH and/or NEBOSH qualification (or to be achieved within 18 months or appointment). 
· Desirable – Level 3 qualification in Facilities Manager or equivalent
· Desirable – Full clean UK driving license

Experience
· Desirable - Experience of working effectively in a residential support service environment. 
· Essential - Experience of managing budgets and spending.






	Our Values and Key Attributes:

	All colleagues are expected to operate in line with our Values and Behaviour Framework at all times. The framework outlines our core values and the behaviours that we consider to uphold each of our values, as well as universal attributes we consider to underpin everything we do.

Our Values
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We put the people we support, families and colleagues at the centre of all we do.
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We recognise that quality comes from our commitment to best practice, improvement and learning; not just compliance.
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Description automatically generated]We are passionate about improving lives and work together to enable the people we support to achieve their aspirations.

We embrace a culture of trust and safety so that each of us can perform to our best and thrive.


Universal Attributes
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                                   Communication is a two-way street; as well as honesty, we actively listen so we can 
                                   understand the needs and views of others.
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                                   Good collaboration between individuals strengthens the team as a whole, enabling 
                                   us to share ideas, encouraging others to adopt new skills, while learning from others 
                                   ourselves.
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                                   By taking a non-judgmental approach, we can demonstrate empathy and be seen 
                                   as approachable, while respecting the culture and opinions of our peers.
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  We are accountable for our own actions, and by sharing the lessons we learn in our 
  working lives, we do things better individually and more broadly as an organisation.



	Last Updated By:
	Tom Bottomley	Date:
	1/4/25
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