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	Responsible to:
	Head of Operations

	Line Management:
	The Maintenance Team


	Grade:

Working hours:
Main place of work:
Key relationships:
	Grade 8 (SCP 21-24) £34,237-£36,581 - 37 hours per week, occasional weekend /evening working
The Guildhall, St Ives, Cornwall 
Senior management team, councillors, community and business groups, local suppliers and tradespeople



Job Purpose:
The postholder is responsible for managing a programme of work, to ensure that the Council’s land and property assets are in good repair, fit for purpose and are managed effectively and efficiently. This role involves the day to day management of maintenance team and working closely with the senior management team, the Facilities Committee and councillors to provide advice on property related matters and carry out responsive repairs, alongside a programme of planned maintenance and small works. 

Duties:
The Maintenance Manager will undertake the following duties
 
A. Land and Properties 
· To repair and maintain the Town Council’s property and physical assets effectively to ensure that they are fit for their operational purpose, realise their full potential and meet the Council’s objectives
· Supported by the team lead a regular inspection programme and organise for necessary reactive repair or replacement of property, buildings, equipment, land, vehicles and machinery.
· To plan and lead the delivery of minor works projects in-house, wherever possible including painting and decorating, roof repairs, carpentry. 
· To maintain accurate records including inspection and certification
· Work closely with the Head of Operations to develop co-ordinate a programme of planned maintenance and be responsible for delivering the programme to time and budget. 
· [bookmark: _Hlk33266200]To contribute to the development of asset management and service plans to inform budget decisions and other corporate and financial plans
· To work collaboratively with external contractors, consultants and technical advisors and , where necessary, oversee their supervision, carrying out feasibility studies and ensuring that works are delivered efficiently. 
· To support the Head of Operations in the development of an approved contractors list and / or procurement framework and work to ensure that the Council secures best value from all external contracts, purchases and supplies. 
· To support the Head of Operations in the development of specifications for works subject to external tender and contract.

B. Amenities
· To liaise with external contractors responsible for grounds maintenance and amenities work and ensure that the work of the maintenance team is aligned with and complimentary to the external contract. 
· To ensure the delivery of responsive services such as grass cutting, hedge cutting and strimming on council land. 
· To ensure that Council assets within the public realm are well maintained and in good repair, including bins, benches, defibrillators, signage, festoon and street lighting. 
· To ensure that the town allotments are well maintained and carry out repairs and maintenance, as necessary
· To lead the team in carrying out regular inspections of open spaces, parks, gardens and play areas, reporting defects and commissioning additional services. 
· To be responsible for the upkeep, inspection and maintenance of the public toilets owned by the Town Council, ensuring all sites are fully operational and repairs and maintenance are carried out to time and budget. 
C. Health & Safety
· To be responsible for managing health and safety for the maintenance team, to ensure effective risk assessment, management and supervision of all in-house, contracted works and maintenance contracts in respect of property and amenities.
· To ensure safe working practices within the Health and Safety at Work Act and to promote and ensure adherence to the relevant health and safety regulations and their application at all times.
· To be responsible for vehicles, plant and equipment ensuring they are at all times, safe, well maintained, in good serviceable condition and making recommendations for regular replacements. 
E. Management and Budgetary Responsibilities 
· To lead toolbox talks, complete team appraisals and carry out regular team meetings 
· To attend regular work programme meetings with the Head of Operations to allocate and prioritise work and review and report on delivery and financial performance. 
· Together with the Head of Operations, support the Facilities Committee including attendance at all meetings and providing guidance to enable it to make decisions on maintenance matters. 
· To monitor budgetary expenditure within the Facilities establishment and provide regular updates against revenue and capital budgets, reporting any variances and performance against delivery targets. 

F. Other Requirements
· In accordance with relevant policies, to recruit, induct, manage, appraise and develop the employees in the direct reporting team, and instil a strong high-performing culture within the team and across the Council. 
· To contribute to the Council’s out of hours cover
· To undertake training as appropriate in order that the post holder’s skills and competences are kept up to date.
· To ensure the Council’s commitment to equality of opportunity for all employees within a culture of openness and respect is implemented through the effective implementation of policies
· To undertake such other responsibilities and functions as may be required from time to time by the Council commensurate with the duties and responsibilities of the post. 
· This job description is subject to review and may change over time to meet the needs of the organisation. Any changes will be subject to consultation with the post holder.

































	St Ives Town Council

Building and Amenities Manager
Person Specification
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	Importance
	How Assessed

	Experience
	
	

	A minimum of 5 years in a relevant professional or skilled trades role
	Essential 
	Application, references, interview.

	At least 5 years knowledge and experience of tendering and contracting for building works
	Essential 
	Application, references, interview.

	Leading and motivating staff to a high level of achievement.
	Essential 
	Application, references, interview.

	Developing strong relationships with colleagues external organisations and partners and managing networks with contractors and other stakeholders.
	Essential
	Application, interview.

	Experience of managing building projects
	Essential
	Application interview.

	Experience of managing or maintaining open spaces, parks, gardens and other community assets
	Desirable
	Application, interview.

	Experience of managing health & safety and being responsible for the safe working practices of others
	Desirable
	Application, interview.

	
Knowledge
	
	

	A good working knowledge of all technical aspects of property maintenance and management
	Essential
	Application, interview.

	A detailed understanding of procurement and tendering policies and practices in relation to delivering services, works and construction
	Desirable
	Application, interview.

	Knowledge of the functions and role of local councils.
	Desirable
	Application

	A good working knowledge of Health & Safety legislation
	Desirable
	Application 

	An awareness of the commercial building sector
	Desirable
	Application 

	
	
	

	Skills
	
	

	Good literacy and numeracy skills
	Essential
	Application, references, interview.

	Skilled communicator in both oral and written form
	Essential
	Application, interview.

	Qualifications
	
	

	A qualification in a relevant technical discipline to the job function (building, property maintenance or management, architectural) 
	Essential
	Application, interview.

	Competent in a range of ICT applications and in particular, MS Office, Word and Excel.
	Essential
	Application, interview.

	Behaviours 
	
	Application

	A highly committed, inspiring and enthusiastic manager
	Essential
	Application, interview.

	Good organisational and analytical skills
	Essential
	Application, interview.

	Strong commitment to developing a high performance and results driven culture
	Essential
	Application, interview.

	Ability to manage own time and to delegate effectively.
	Essential
	Application, interview.

	Other 
	
	

	Possession of a full driving licence 
	Desirable
	Application

	Commitment to participate in community events, committee and other meetings during the evenings and at weekends
	Essential
	Application, 






Manager …………………………………………………………………Date…………………………….
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