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St Werburghs Community Centre 
Site & Facilities Manager (permanent)
Job Description and Person Specification

Main purpose of the job

To be responsible for maintenance of the buildings, liaise with contractors and keep maintenance records; to ensure a high standard and good appearance of the buildings, its furnishings, equipment and its environs; to plan ahead for major buildings repairs and renewals; to negotiate contracts ensuring value for money and quality of work; to work with the team and in best interest of the Centre users; to ensure energy efficiency, health and safety, accessibility and quality of provision.
Salary: £15.64 per hour, £30,095 per annum pro rata (£12,199.20 for 15 hours)
Hours: 15 hours per week - flexibility on delivery to fit the needs of the organisation in particular to accommodate site visits by contractors. Some evening and weekend work may be required).
Start Date: as soon as possible  
Probationary period: 6 months

Accountable to: Centre Director
Accountable for: Overseeing contractors
Based at: St Werburghs Community Centre, Horley Road, Bristol, BS2 9TJ
Benefits: 


Training

BUPA Employee Assistance Programme 

Nest Pension scheme 

Generous annual leave

Company sick pay

Summary of responsibilities and Key Duties
Established in 1971, St Werburghs Community Association aims to manage the Community Centre building, develop its services and ensure it meets the demands, and needs, of local people. In 1999 the Association took over the management of the Centre from the local authority and completed Asset Transfer and an over £1m Capital Project in 2010, which resulted in construction of a four-room eco-friendly annexe, doubling up on the lettable spaces and making the main Victorian building more energy efficient and fully accessible. The Centre is one of Bristol’s busiest, most loved and inclusive community buildings. 
In the last 10 years the Centre has grown from strength to strength, developing the facilities, which now include six large multipurpose rooms available to hire on hourly basis, a catering kitchen, seven office spaces, an outdoor seating, growing and play area, an Open Access Computer lab, a café and a central Reception from which SWCA delivers a range of Signposting and Advice services. 

The site & Facilities Manager will manage the maintenance of the Centre and its surroundings in accordance with Centre’s maintenance calendar/manual & policies and procedures.
Develop and manage the Planned Preventative Maintenance (PPM) schedule, covering fabric, services and IT Communications hardware.
Manage and be responsible for obtaining quotes for all externally commissioned maintenance and facilities related contracts, ad hoc repairs, clear outs and redecoration to the Centre.
Manage and be responsible for the utility contracts and liaise with external utility suppliers as may be required to review contracts and other associated activities. 

Ensure compliance with all Health and Safety, Fire Safety, and Accessibility compliance as may be required.

Report major repairs or defects on the premises to the Centre Director and seek solutions; this may involve providing supporting information for funding bids and working to deadlines.
Effectively liaise with contractors and Centre team, particularly Centre Coordinators and Duty Managers, where repairs affect room bookings and regular actions are needed from the team.

Ensure public safety and carry out associated risk assessments.
Regularly review budgets and timescales, reporting to the Centre Director and Finance & HR Manager, proactively identifying energy saving project opportunities.
Liaise with other public city services on facilities related activities, for example reporting graffiti and litter to the City Council from around the outside of the premises to preserve the appearance of the building and ensure a tidy site.

Undertake any other duties as designated by the Centre Directed when required.

Work within St Werburghs Community Association’s HR, Health and Safety, Lone Working, GDPR and Equal Opportunities Policies and adhere to our code of conduct.

Person Specification
Experience of facilities management and managing contractors.

Experience of analysing and interpreting technical data and reasonable knowledge of mechanical, electrical, fabric and digital infrastructure installation requirements. 
The ability to work with building manuals and capability to carry out regular basic building maintenance. 

The ability to keep appropriate records on paper and online.
The ability to communicate instructions to team members and contractors.

Some experience of the operation of facilities, cleaning and maintenance contracts, administration and dealing with the public.

A flexible approach to work including availability to work around scheduled contractors’ visits.

The confidence and self-motivation to work alone without supervision.

We need somebody who is very reliable, proactive, enjoys working in a busy environment, and can organise and prioritise their own workload.

Trained or willing to train in: COSHH, First Aid, Fire Marshall and other Health & Safety matters.
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