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Job Description: Facilities Coordinator 
	Reporting to
	Regional Property Manager


	Staff reporting
	None


	Liaison with
	Property Assistant, Regional Surveyor, Housekeepers, Furnishing team, Stores team and Guests


	Hours
	35 hours per week, plus emergency contact out of normal hours and one weekend in three weekend on call cover.

	Location
	Regional – Home based, with ability to travel around the region


	Requirements
	Home Office and Own Car



Summary of the role 

Based in our Landmark Trust operations team as a key member of the busy Regional team, this is a hands-on varied role providing practical maintenance skills and support and home office based compliance testing administration support with extensive travel throughout the region (typically on busy changeover days). 
Liaising with the Statutory Compliance Co-ordinator this role will have full responsibility for managing and logging our programme of testing, servicing and building compliance for their region as well as work closely with contractors providing supervision and access across the region, currently, 25-40 historic buildings.  

Working under the general direction of the Regional Property Manager (RPM), and in close cooperation with the Regional Surveyor, this role will develop an understanding of, and where possible undertake, urgent or necessary ongoing maintenance and repair work carried out within our conservation principals. 

 Our ideal candidate has experience in supporting a wide portfolio of buildings and has experience of, or an awareness of historic buildings, their fabric and knowledge of a wide range of handyman skills and technical facilities know-how is essential. A good standard of education is required with a qualification or extensive experience in facilities management, renovations, joinery, heating, plumbing or other building services is desirable.

 Availability is required to cover weekend emergency calls on a rota basis, typically one weekend in three.  

Duties and responsibilities
Property Maintenance

· Plan and agree building maintenance response with the RPM and Surveyor for changeover days
· Undertake, or resolve, urgent day to day maintenance issues on changeover days as practicable
· Resolve urgent maintenance issues during guest stays
· Conduct informal building checks at buildings visited and raise any additional maintenance or compliance issues to the RPM
· Be involved as required with maintenance closures and the setting up of new buildings
· Provide any information to the RPM that may affect the letting of the property
Compliance and Testing
· Arrange Testing and Servicing for all buildings within the region, liaising between contractors and Housekeepers to ensure access at the appointed time and complete the accompanying documentation correctly
· Complete Portable Appliance Testing

· Complete Water Safety Testing

· Monitor H&S standards, implementing H&S procedures and raise issues with RPM
· Log and follow up via current systems (SalesForce and SharePoint) to provide administrative detail and logs for any changes they undertake in a building eg new appliance
· Maintain the list of preferred suppliers for each property, liaising with the RPM and Surveyor to ensure new contractors have completed a contractors pre-qualification questionnaire and that they comply with H&S and CDM regulations
· Ensure the Green Box is up to date and available to contractors

· When visiting buildings ensure that the Fire and Water Log Books are being correctly completed
General cover and customer service 
· Under the general direction of the Regional Property Manager, and in close cooperation as required with the Regional Surveyor, respond to reactive maintenance repairs or any other building issues that affect guest comfort or safety
· Provide emergency call cover and support on a rota basis, liaising with guests and contractors in the event of weekend urgent out of hours maintenance issues or other operational issues as needed
· Provide support to the warehouse, as directed by the Regional Property Manager, in managing the transportation and delivery of furniture into buildings
Person Specification
Education
A good standard of education is required. A qualification or extensive experience in facilities management, renovations, joinery, heating, plumbing or other building services is desirable.

Experience

The ideal candidate has experience in supporting a wide portfolio of buildings.  Experience of, or an awareness of historic buildings, their fabric and knowledge of a wide range of handyman skills and technical facilities know-how is essential.
Competencies, Attitudes and Behaviours
· Experience in a facilities/ maintenance role 
· Careful and sensitive approach to working within a range of different historically and architecturally important buildings, liaising with the regional surveyor if in any doubt about the repair work they or others they have instructed are about to undertake 

· Practical ability to use tools and equipment as required for the role. Experience of, or understanding of sympathetic repair methods
· Experienced administrator with good IT skills (Microsoft Office) and other IT data systems
· Ability to work as part of a team and also individually and on own initiative
· Diplomatic, customer focussed with experience of providing good customer service
· Positive, proactive with good organisational skills and attention to detail

· Self-motivated, capable of being sensitive with good communication skills 

·  Flexible with ability to multi-task and work in collaboration with Historic Estates and other departments

· To appreciate, and work within, the organisation’s culture. Ability to remain calm under pressure and to conduct all activities in a manner which promotes and enhances the Landmark Trust’s character and reputation
Other
· Full driving licence and own vehicle. Competent driver who is able to cope with motorway driving as well as remote, narrow, rough and often potholed access tracks
· Confident about travelling to or on occasion staying in remote Landmark properties on one’s own

· As this position is home-based, you will need use of a home office and will need a flexible approach to your working hours. Mobile phone, laptop and printer provided
· You will need a flexible approach to your working hours including on-call weekend rota
TERMS OF EMPLOYMENT

Contract Duration

This is a full time, permanent contract.

Location

This position will be home based.

Salary

In the range of £18 500 – £20 800 per annum per annum depending on skills and competencies, paid monthly in arrears

Working Hours

35 hours per week with occasional weekend working and after hours call out. 

Holidays

The holiday entitlement is 25 days per annum  plus bank holidays, increasing to 30 days after 10 years’ service.  

Sick Pay

During the first three months of employment or the probationary period (whichever is the longer) you will only be paid your Statutory Sick Pay entitlement. After this period you will receive full basic pay during any sickness absence up to 20 days in any 12 month period. The Statutory Sick Pay will be included in this sick pay. Where absence exceeds seven consecutive calendar days and in certain other circumstances, a doctor’s 

certificate will be required.

Pension Scheme
You will be automatically enrolled in Landmark’s pension scheme.

Medical Health

Private health insurance, currently with BUPA, will be provided when you have been with Landmark for a year.  Landmark’s contribution will be pro-rated for part-time employees.

Notice

The appointment is subject to satisfactory completion of an initial 6 month 

probationary period, though this may be extended if more time is needed to assess 

suitability for employment. During this period the post will be subject to one week’s notice 

on either side.  A minimum of one month’s notice in writing on either side applies after 

the end of the probationary period. 

Health & Safety

All staff are expected to observe all health and safety at work regulations as set out by 

Landmark in accordance with statutory requirements.

Contract

The successful applicant will be required to sign Landmark’s Contract of Employment.

The purpose of this information is solely to help prospective employees to understand 

the details of Landmark’s Conditions of Employment.  It is not an offer of employment 

and does not form part of the Contract of Employment or the Job Description.

PAGE  
Facilities Coordinator Sept 2021

