[image: A blue text on a white background

AI-generated content may be incorrect.]
Estates Manager Job Profile and Person Specification

Role: Estates Manager 
Grade: Band 7 
JE number: JE392
Accountable to: Head of Estates and Maintenance
Line Management of: Estates Team Leader and Estates Officers
Location: Campus based within a designated cluster.
Role Purpose:
• Lead and manage the estates premises team effectively, fostering efficiency and continuous service improvement.
• Ensure campuses are consistently safe, secure, and operational as required.
• Oversee the general management of a designated cluster of campuses, serving as the primary contact for the Assistant Principal and curriculum staff on all estates and facilities matters.
• Take ownership of all estates-related activities, proactively address compliance deficiencies or service issues, and report these to relevant managers.
• Manage a diverse estates team across assigned campuses, including direct supervision of Estates Officers, matrix oversight of security and cleaning teams, and potentially supervisory or administrative staff.




Duties and Responsibilities
1. Lead all estates activities to keep campuses safe, clean, and functional.
2. Build internal team skills to reduce reliance on external contractors.
3. Organise and manage repair work, minor projects, and installations.
4. Manage and monitor work done by contractors or the in-house team, to ensure it is completed on time and to a high standard.
5. Operate and oversee systems like BMS, CAFM, Helpdesk, and Energy Management.
6. Ensure Estates Officers work efficiently with clear plans, rotas, and leave management.
7. Conduct regular property inspections, take actions to address immediate requirements and advise on long-term needs.
8. Manage grounds maintenance including associated contractors.
9. Review space usage and resource efficiency, implementing/suggesting improvements.
10. Manage service contracts to ensure value and performance.
11. Oversee cleaning and security teams, resolving issues and escalating when needed.
12. Create and manage a grounds plan that supports sustainability and biodiversity.
13. Ensure the premises team provides consistent coverage and meets service standards.
14. Lead recruitment, training, and performance reviews for the team.
15. Recommend budgets for facilities upkeep and contracted services.
16. Act as a key holder for emergency access outside normal hours.
17. Respond to emergencies like intrusions, fires, or floods as per college policy.
18. Provide regular reports on estates and facilities performance and delivery standards
19. Arrange maintenance for specialist areas like curriculum spaces and kitchens.
20. Collaborate with other Estates Managers to share resources and maintain a college-wide approach.
21. Manage logistics for college events such as exams, enrolment, and open days.
Health, Safety and Compliance
22. Make sure the campus buildings and grounds are safe and meet legal safety standards.
23. Work with the Assistant Principal and Health & Safety Manager to support safety across the site.
24. Monitor and report on PPM activities and compliance through regular inspections, and safety checks.
25. Prepare risk assessments and ensure that they are implemented. 
26. Ensure contractors follow safeguarding rules and health & safety procedures while working on site.
27. Complete and review risk assessments and make sure safe working practices are followed.
Sustainability
28. Support the college’s sustainability goals by finding ways to reduce waste and improve energy efficiency.
29. Work with others to make estates services more environmentally friendly and cost-effective.
30. Take the lead on managing energy use across your campuses, looking for ways to cut down on consumption.

Corporate Responsibilities
• Help shape and improve how the college runs by contributing to its overall strategy and day-to-day operations.
• Carry out your role in a way that reflects the college’s values, standards, and vision.
• Work towards key goals and targets that support continuous improvement across the college.
• Represent the college positively when working with employers, schools, community groups, and other organizations.
• Actively support and promote good practices in Safeguarding, Equality, Diversity, Inclusion, and Health & Safety.
Note
This post will be based on a designated campus. However, the post holder will be required to work on any college campus.
This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.








PERSON SPECIFICATION
	Role: Estates Manager 
	E/D
	A
	I
	T

	Qualifications:  

	1
	HND or equivalent in business, project, facilities or estates management, or significant relevant experience
	E
	X
	X
	

	2.
	Health & Safety qualifications such as IOSH
	D
	X
	
	

	Experience and Skills:

	3
	Proven experience managing operations or facilities teams
	E
	X
	X
	

	4
	Strong customer service and relationship management skills
	E
	X
	X
	

	5
	Demonstrate excellent people management and leadership abilities
	E
	X
	X
	

	6
	Facilities or asset management experience
	E
	X
	X
	

	7
	Planning and managing maintenance work experience
	D
	X
	
	

	8
	Experience managing high-quality, cost-effective services
	E
	X
	X
	

	9
	Demonstrate an up-to-date knowledge of H&S, disability/access legislation
	E
	X
	X
	

	10
	Strong time management and prioritisation skills
	E
	X
	X
	

	11
	Ability to identify and implement service improvements
	E
	X
	X
	

	12
	Experience preparing and writing clear reports and documents for senior management
	E
	X
	X
	

	13
	Experience of effective budget management
	D
	X
	X
	

	14
	Effective Analytical, decision-making and problem-solving skills
	E
	
	X
	X

	Personal Attributes:

	15
	Strong communication skills
	E
	X
	X
	

	16
	Good organisational and planning abilities
	E
	X
	X
	

	17
	Able to work independently and as part of a team
	E
	X
	X
	

	18
	Customer-focused approach
	E
	X
	X
	

	19
	Ability to build positive working relationships
	E
	X
	X
	

	20
	Ability to inspire, motivate and support team members
	E
	X
	X
	

	21
	Professional and patient approach to dealing with people and situations
	E
	
	X
	X

	22
	Commitment to ongoing professional development
	E
	X
	X
	

	23
	Commitment to flexible and cooperative working style
	E
	X
	
	

	Equality of opportunity:

	24
	Demonstrate a commitment to equality, diversity, and inclusion
	E
	X

	X
	


	25
	Respectful and inclusive attitude
	E
	
	X
	

	26
	Demonstrate an understanding of safeguarding and child protection processes and procedures within an FE environment relevant to the role
	E
	X

	X
	



KEY: 
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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