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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Regeneration
	SERVICE GROUP: Commercial Services

	POST TITLE: Facilities Manager Cleaning & Caretaking Service
	REPORTS TO: Head of Operations

	GRADE: PO3
	SAP POSITION NUMBER : 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	Responsible for all operational aspects including financial performance, service standards, quality, resource utilisation and business development of the building cleaning services to include where appropriate caretaking. Responsible for up to 250 staff employed across 200 sites generating £2 revenue/annum. Ensuring operational standards compliant to Health and Safety, Employment Law, Building and Information Security, Financial Regulations, Fire Safety.
On-going development of performance management framework to ensure business critical targets are achieved (service wide and individual targets) to include, sickness, productivity, income/hour employed, customer satisfaction, growth, planned financial outcomes, operational standards and audit scores. 

Developing the workforce skill sets through workforce change, planning and appraisal, writing technical  specifications, cleaning schedules, method statements, business processes and procedures compliant to ISO 9000 requirements and service level agreements with clients. Keeping ahead of technology, methods, equipment and materials to improve operational efficiency, ensure statutory compliance, safe methods of working  


	Main Responsibilities of Post: 

	· Responsible for making most decisions within the defined work area, referring only
           more complex issues to the Head of Commercial Services for guidance, in order to 

           achieve the prime objectives of the post.
· Manage, deliver, monitor and review controlled activities of the service against 
     budget and targets ensure that planned performance against a performance
     framework, high quality standards, customer satisfaction and business retention is
     achieved  across 200 sites.
· Regularly review performance, satisfaction levels, operational standards, 
     compliance  and  business processes to improve outcomes and performance 
     measures, continually 
           improving the performance of the business compliant to ISO 9000, Health and 
           Safety, Building and Information Security, Financial Regulations, Fire Safety, 
           Employment Law and Council Policies.
· Ensure that all payroll related documentation is completed accurately and on time.

           Develop and maintain financial, quality control procedures and operational
           standards in all  relating to the service and develop action to redress adverse
           trends.

· To oversee the development of all staff in line with the workforce development 
           programme and appraisals to promote high work standards and continues 
           professional development overseeing skills training through NVQ and other routes 
           and to recommend new development training requirements. Ensure that structures
           roles and workforce development are fit for purpose and provide the capacity and 
           capability to deliver planned levels of business activity to standard.
· Maintain regular contacts and information streams to customers and stakeholders
           allowing for the service provision to be developed and promoted; developing 
           opportunities for business retention and growth. Submitting credible  bids for new 
           business enquiries and for advertised tenders.

· Ensure that all complaints raised by customers, staff and others are attended to 
      quickly and efficiently and that the cause for similar incidents are removed.

· Conduct regular performance appraisals with direct reports promoting high work
     standards and their personal development, ensuring communications are 
     cascaded to all staff.
· Identify opportunities for improvements in services, products, processes and 
     systems in conjunction with the Head of Commercial Services. 

· Ensure the Head of Commercial Services is kept aware of any key issues and 
      problems, which may occur or be politically sensitive.
· Provide technical expertise on building cleaning and caretaking matters providing a
high level of management support to the Area Supervisors.

· Negotiate and prepare individual service level agreements and cleaning schedules
     for key clients. Maintaining professional contact clients, Elected Members, other 
     external and internal groups, which allow the service to be promoted and 
     developed whilst raising the profile of the service.   

· To support, uphold and contribute to the development of the Councils equal rights
policies and practices in respect of both employment issues and the delivery of 
services to the community.

· Develop and maintain a master schedule for critical operational activities to include

     audits, appraisals and appraisal reviews, customer contact meetings,

     1:1 supervision, team meetings, performance reporting, sickness management.


	Structure:
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	Special Knowledge Requirement: Essential for shortlisting. 


	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column

	
	Essential

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – where the person is able to demonstrate that they can during the interview: 

a) Use a wide range of simple words and a standard English sentence structure to express much of what they want to. 

b) Maintain a conversational flow even though they pause to think of the correct words or sentence structure in order to express themselves. 

or the Advanced threshold level (which will be implemented where the post requires a greater level of sensitive interaction with the public e.g. in children’s centres) – where the person is able to demonstrate that they can during the interview: 

a) Can express themselves fluently and spontaneously , almost effortlessly 

b) Only the requirement to explain difficult concepts simply hinders a natural smooth flow of language 
	X

	Carries out the working practices, procedures and basic operations across a specialist area developing appropriate management performance framework to ensure that critical business KPI’s are met.
	X

	Uses knowledge, safety and environmental policies , procedures and regulations, including risk in own area  and/or other areas of work
	X

	Responsible for the line management of a large workforce comprising of 250 staff across 200 sites in a variety of cleaning, caretaking and soft FM support services in various Council settings.  
	X

	Oversees or contributes to the management of  £2million  budget , keeping costs within agreed levels for own section/team contributing to corporate overhead recovery and planned surpluses.
	X

	Uses, interprets, analyses, communicates complex numerical information using a range of specialist ICT systems across own work area and or other areas of work to include Q Pulse, Visio, Outlook, Excel, Word, PowerPoint, ESS/MSS, SAP, E-Recruitment, Science Warehouse.
	X

	Ability to negotiate and prepare service specifications, service level agreements, tender proposals and sales presentations.
	

	Builds capacity and capability in the operational structure to ensure that existing contracts and SLA’s are delivered to standards and that there is the ability to mobilise new contracts.
	X

	Able to support, plan and implement significant change management and organisational development as required to meet changing service requirements
	X

	Provides specialist advice in technical matters relating to the use of cleaning machinery, cleaning materials, methods of working, safe systems, risk assessments, COSHH, Health and Safety legislation, 
	

	Provides advice and management information to senior management and Elected Members as requested on an ad hoc basis on issues that impact on the service delivery and the Council using, analysing and interpreting complex information from a variety of sources.  
	X


	Relevant experience requirement: Essential for shortlisting


	A sound and comprehensive working knowledge of managing a large workforce across a multisite operation utilising set procedures to set operational standards. 

	A minimum of 5 years management experience in a commercially orientated work environment to include 2 years experience at a senior management level in a large complex organisation and managing resources within budget.

	Evidence of service development, securing new business and involvement in negotiating contracts, writing service level agreements and business proposals for growth of the service.

	Experience of managing organisational change, project management, organisational development and, HR cases including sickness, performance, disciplinary investigations and medical capability cases.

	Demonstration of performing to Quality Standards, maintaining and developing Quality systems though writing procedures, process flows and achieving planned business targets including operational and financial within a performance management framework and culture .

	

	Relevant professional qualifications requirement: Essential for shortlisting


	NVQ level 4 in Management or equivalent management qualifications (Essential)
IOSH Managing Health and Safety Certificate or equivalent (Essential)


	Core Employee competencies at manager level to be used at the interview stage. 



	Carries Out Performance Management – covers the employees capacity to manage
 their workload and carry out a number of specific tasks accurately to a high standard. 

	Communicates Effectively - covers a range of spoken and written communication skills required as a regular feature of the job. It includes exchanging information/building relationships, giving advice and guidance, counselling, negotiating and persuading and handling private, confidential and sensitive information. 

	Carries Out Effective Decision Making - covers a range of thinking skills required for taking initiative and independent actions within the scope of the job.  It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity - covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking, developing practical solutions, applying problem solving strategies and managing interpersonal relationships. 

	Operates with Dignity and Respect - covers treating everyone with respect and dignity, maintains impartiality/fairness with all people, is aware of the barriers people face.  


	Management Competencies: to be used at the interview stage. 


	Operates with Strategic Awareness Our managers work with corporate priorities and policies in a joined up way with others, internally and externally. Works democratically, transparently and accountably.


	Practices Appropriate Leadership Our managers motivate their staff to exceed expectations through raising their awareness of goals and moving them beyond self interest for the sake of the team or service. They consider serving the District in all that they do.

	Delivering Successful Performance Our managers monitor performance of services, teams & individuals against targets & celebrate great performance. They promote the District’s vision & work to achieve Council’s values & agreed outcomes.

	Applying Project and Programme Management Our manager’s work to ensure that outcomes and objectives are achieved within desired timescales, make best use of resources and take a positive approach to contingency planning.

	Developing High Performing People and Teams Our managers coach individuals and teams to achieve their potential and take responsibility for continuous improvement. They champion the Council’s values and goals.

	Working Conditions: 

 

	37 hrs per week. Working arrangements vary according to the needs of the service. 
Operational hours are 7 days per week between 5.30am and 9.30pm; some out of hours
work from time to time to effectively manage the service. 
Occasional call-out for emergencies.  
Must be able to perform all duties and tasks with reasonable adjustment, where 
appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	

	Special Conditions: 

	· Enhanced DBS check required for this post.
· NVQ Level 4 in Facilities Management or equivalent (Completed & passed within 2      years of commencing employment)

· Full Driving License and access to a car insured for business use. Casual User          status.

· Full participation in ongoing Personnel Development as required by the service. 



	Compiled by:

Roger Sheard
Date: 24-05-16
	Grade Assessment Date: 07-06-16

	Post Grade: PO3
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