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JOB DESCRIPTION

	POST:	

	Estates and Facilities Supervisor

	WORKING HOURS:

	Full Time 37 Hours per week

	GRADE:

	

	SALARY:

	On a point within the range.  Salaries are reviewed annually.

	PURPOSE OF POST:
	To assist with the maintenance and security of the buildings on the College’s sites


	RESPONSIBLE TO:
	Estates Manager 





The Facilities Supervisor will play a key role in supporting the Estates Manager in the effective operation, maintenance, and compliance of the college estate. This role has a strong focus on Computer-Aided Facilities Management (CAFM) system input and oversight, ensuring that all mechanical and electrical (M&E) planned and reactive tasks are delivered in line with statutory requirements and service level agreements (SLAs). The post holder will also share responsibility for the management and performance of fire alarm and intruder systems, ensuring safety, reliability, and legal compliance. Occasional out-of-hours response cover will be required on an ad hoc basis as will contractor oversight at weekends

The Post Holder Responsibilities:

CAFM & Compliance Support
· Provide accurate and timely input into the CAFM system, ensuring all planned preventative maintenance (PPM), reactive work orders, and statutory tasks are logged, updated, and closed in line with procedures.
· Monitor compliance levels related to M&E activities, escalating issues to the Estates Manager and contractors where required.
· Assist in analysing CAFM data to support performance reviews, contractor management, and continuous improvement initiatives.

Mechanical & Electrical Maintenance
· Support the Estates Manager in overseeing the delivery of M&E planned and reactive maintenance activities.
· Assign and manage tasks to the in-house facilities team and external contractors and manage through the natural lifecycle.
· Ensure contractors adhere to SLAs, statutory requirements, and health and safety standards.
· Conduct routine site inspections to verify the quality and completion of maintenance tasks.

Fire & Intruder Systems
· Share responsibility for the oversight, testing, and maintenance of fire detection, suppression, and alarm systems, ensuring full statutory compliance.
· Jointly manage the maintenance and monitoring of intruder systems, liaising with contractors to resolve faults promptly.
· Assist with organising system upgrades, risk assessments, and routine inspections.

Operational Support
· Serve as a point of contact for day-to-day facilities issues, providing operational support to staff and contractors.
· Prepare reports, documentation, and compliance records as required by the Estates Manager.
· Contribute to the planning and delivery of facilities projects and improvement works.

Out-of-Hours Cover
Provide occasional out-of-hours response support on an ad hoc basis, assisting with urgent or emergency facilities issues.

The Post holder will:

· Give a high profile to equality of opportunity in all areas of activity, including compliance with the Equal Opportunities policy.
· Ensure compliance with the Disability Statement, including the need to notify HR of any changes in circumstances.
· Participate in the agreed scheme for staff development, training and appraisal and be committed to continuous personal and professional development.
· Carry out all duties with due regard to Health and Safety Regulations.
· Ensure compliance with the Financial Regulations of the College
· Ensure compliance with the College Computer & Telecommunication Systems regulations, policies and procedures.
· Notify HR of any changes in personal details, e.g. a change of name or address, car registration number, telephone number, next of kin/emergency contact details, etc.

This job description is current at the date shown but in consultation with the post holder it is liable to variation to reflect or anticipate changes related to the job.


	
	
	
	

	Signature of post holder:
	______________________________
	Date
	_______________

	
	

	
	












PERSON SPECIFICATION

JOB TITLE:  Estate Maintenance Technician					

	

	ESSENTIAL
	DESIRABLE

	EDUCATIONAL
QUALIFICATIONS/
ATTAINMENTS

	Good general standard of education
	City & Guilds in a recognised building trade e.g. painting, plumbing, carpentry etc.

	EXPERIENCE
REQUIRED



	Experience in facilities management, preferably within an M&E-focused environment.
Working knowledge of CAFM systems and compliance processes.

	Previous experience in a similar role.
Previous experience of working in a similar environment.


	SPECIAL 
KNOWLEDGE OR
TRAINING

	Good understanding of Health & Safety.
Understanding of fire safety and intruder system requirements (training can be provided).

	First Aid Certificate
Midas Qualification
Working at height
Safeguarding (training will be given)


	ABILITIES,
SKILLS &
PERSONAL
QUALITIES


	Strong organisational and communication skills.
Punctual and reliable.
Ability to manage own time effectively.
Be flexible and able to work unsupervised and as part of a small team.
Be fit and able to carry heavy loads and work in all weathers.
Ability to work independently and collaboratively with internal teams and external contractors.

	

	RELATIONSHIPS


	Understand the role of others.
	Ability to communicate with staff at all levels

	MOTIVATION


	Display enthusiasm and commitment.
Demonstrate the ability to make a distinctive contribution to the team.

	Ability to effectively evaluate own performance.

	SPECIAL 
CIRCUMSTANCES

	Have a clean driving licence.
DBS will be required.
Ability to cover the site team on an alternating shift pattern during sickness or holiday leave.
Ability to work at other locations across the College sites when required.

	Ability to respond promptly to alarm calls
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