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FACILITIES & SCHEDULING MANAGER
JOB DESCRIPTION AND PERSON SPECIFICATION

[bookmark: _Toc489434380]Contract: Permanent, part-time (19.5 hours per week)
Working pattern: 3 or 4 days per week between Monday to Friday
Based at: Office based in Chesterfield or Nottingham. Additional travel required between offices
Salary: £20,085 (£36,050 FTE) per annum 

1. 	MAIN PURPOSE OF THE ROLE

Responsible for the effective day‑to‑day leadership and management of the organisation’s premises, reception services and facilities operations across all sites. The role ensures that buildings, services and customer‑facing environments are safe, welcoming, well‑maintained and operated efficiently, while providing a consistently high standard of service to staff, tenants and visitors.

Act as the operational lead for premises‑related activity, with particular responsibility for clear and timely communication to staff and tenants, the management of rotas and scheduling to ensure appropriate on‑site cover, and the effective oversight of supplier contracts, service agreements and renewal cycles.

The role includes line management of reception, maintenance and cleaning, and oversight of building operations and compliance activity, coordination of planned and reactive maintenance, and control of premises‑related budgets and resources. 

To work closely with internal teams and external suppliers to ensure facilities support the wider organisational objectives and provide a positive, professional environment across all locations.

2. 	POSITION IN ORGANISATION

· Reports to the Head of Business Support Services. 
· Management of Maintenance & Repairs Technician, Enquiry Support and cleaner. 
· Day-to-day liaison with the Director of Resources, direct reports and internal customers.
· Regular liaison with IT, HR, Managed Workspace, Director of Continuous Improvement, office cover for other premises.

3. 	DUTIES AND KEY RESPONSIBILITIES

· Provide day‑to‑day leadership and line management of reception, maintenance and cleaning teams, including supervision, rota planning, workload allocation, performance management, ongoing development and support.
· Develop, manage and maintain staff rotas and scheduling arrangements to ensure appropriate on‑site cover across all premises and services.
· Oversee reception services across offices, ensuring appropriate staffing levels, consistent customer service standards and effective reception rotas.
· Act as the operational lead for premises‑related communications, ensuring clear, timely and consistent updates to staff, tenants and virtual office clients regarding building operations, access arrangements, disruptions, planned works and changes impacting occupancy.
· Hold regular (at least quarterly) meetings with tenants to discuss premises performance, maintenance activity, issues and opportunities for improvement, be a point of contact for them.
· Manage Chamber‑owned facilities at Chesterfield and NG2, and act as the key liaison with landlords and managing agents for additional sites, ensuring effective coordination of responsibilities and services.
· Plan, coordinate and monitor preventative and reactive building maintenance activity, developing and maintaining a proactive maintenance programme aligned to agreed budgets.
· Coordinate and oversee all building projects, refurbishments, dilapidation works and maintenance programmes, acting as the primary point of contact for contractors and related professionals, including contract negotiations where required.
· Carry out regular inspections (or instruct Maintenance and Repairs Technician) of buildings and facilities to identify repair, compliance or improvement needs and ensure timely and cost‑effective resolution.
· Manage the premises asset register, ensuring records are accurate, up to date, easily accessible and items can be readily located across all sites.
· Manage supplier contracts and service agreements relating to cleaning, security, maintenance and facilities services, including performance monitoring, invoice review, renewals, termination arrangements and support for tendering or procurement activity in line with organisational procedures.
· Maintain a comprehensive contract database detailing all premises‑related contracts, terms and end dates, ensuring renewal and notice dates are diarised and shared with relevant colleagues to mitigate risk during periods of absence.
· Maintain accurate and up‑to‑date supplier records for all sites and ensure servicing and statutory inspections are completed in line with legislative requirements, with documentation stored appropriately to support ISO and audit compliance.
· Hold overall operational responsibility for Health and Safety across all premises, working alongside external consultants as required, and ensuring risks are identified, managed and escalated appropriately.
· Lead on Health and Safety communications, ensuring colleagues, tenants and visitors are informed of relevant procedures, guidance and updates.
· Oversee site security arrangements and access control systems, ensuring appropriate controls, guidance and visitor processes are in place across all locations.
· Ensure appropriate cleaning processes and schedules are in place, regularly reviewing quality standards to maintain high levels of hygiene, cleanliness, safety and presentation.
· Oversee the organisation’s virtual office service, including coordination of support, management of virtual tenant relationships, generation of new virtual tenant sales, establishment of agreements and oversight of associated commercial budgets.
· Manage utilising the Enquiry Support team - meeting room, workspace and facilities bookings, ensuring effective use of space and a positive customer experience.
· Support the management of premises budgets for four sites, including expenditure relating to maintenance, cleaning, security, stationery, IT equipment and general site costs.
· Review and closely monitor premises‑related expenditure, providing budget forecasts as required and ensuring all activity delivers best value for money and is completed in a cost‑effective and timely manner.
· Coordinate the setup, movement and distribution of IT equipment within premises, working closely with the external IT provider and internal colleagues.
· Maintain accurate financial and non‑financial records in line with confidentiality, ISO and document management requirements.
· Act as the dedicated lead for facilities‑related ISO audits and inspections, maintaining documentation and supporting six‑monthly audit cycles.
· Support the marketing of vacant space within the organisation’s property portfolio, managing enquiries from prospective tenants and liaising with internal teams to progress agreements.
· Work collaboratively with internal teams, including ESG working groups, to ensure premises services support wider organisational objectives and sustainability aspirations.
· Be available to answer out of hours emergency calls on a rota basis.
· Ad-hoc participation in overtime or lieu time to aid activity peaks (where able).
· Undertake any other duties commensurate with the role.

4. 	PERSON SPECIFICATION  

	Knowledge
· Knowledge of Chambers of Commerce
· Knowledge of the business support landscape in the counties of Derbyshire, Nottinghamshire and Leicestershire
· Knowledge of supplier and tenant contracts
	



essential
	
 desirable

desirable


	Experience
· Relevant and demonstrable experience of managing premises services/teams
· Proven operational management experience
· Proven track record of delivering project management services 
· Experience of scheduling rotas/maintenance
· Experience of working with a diverse range of businesses
	

essential
essential

essential
essential

	






desirable

	Qualifications
· Relevant technical certifications
· Project management
· Management qualification or equivalent by experience
	

essential
essential
	
desirable


	Skills and abilities
· Strong desire for innovation and able to envision and gain agreement on workable value-adding business solutions
· Excellent organisational and administration skills
· Strong communication (written & oral skills)
· Strong drive for results and a high level of resilience
· Excellent facilitation and consultancy skills
· Highly motivated - can work as part of a team and independently
· Excellent report writing skills
· The ability to check eligibility documentation for accuracy 
· High level of skill in Microsoft Office and Cloud based applications
	

essential
essential
essential
essential
essential

essential
essential
essential

essential
	










	Personal attributes
· Takes responsibility
· Celebrates and is proud of success
· Supports others and works well with a team
· Creative and challenges tradition
· Must be dependable and reliable
· Must be able to exercise tact and diplomacy at all levels
· Must be able to work under own initiative
· Full driving licence (able to drive in the UK for business purposes)
· Access to own transport and willing to travel throughout Derbyshire, Leicestershire and Nottinghamshire
· Must be prepared to work flexibly in terms of working hours
	
essential
essential
essential
essential
essential
essential
essential
essential

essential

essential
	



5. 	OTHER INFORMATION

This role office-based with limited remote working due to the nature of the duties and responsibilities onsite.


Employee name: _________________________ 


Employee signature: ______________________
    

Date signed: ________________
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