SCOTTISH ENVIRONMENT PROTECTION AGENCY

JOB SUMMARY 
A
JOB IDENTIFICATION
	JOB TITLE


	Facilities Unit Manager


	REPORTS TO


	Facilities Manager

	PORTFOLIO

	Resources 

	LOCATION(S)                            


	Stirling

	POST STATUS
	Fixed term 12 Months, full-time


B.  
MAIN PURPOSE OF THE JOB

	To manage a team of facilities staff to deliver an effective and efficient facilities service for SEPA.



C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	 The day-to-day planning, organisation and control of the work required to deliver a cost effective and planned programme of maintenance for all SEPA offices and buildings in line with lease arrangements and to ensure that the fabric, fixtures and fittings of the buildings are properly maintained.
 To provide day to day line management and staff development within the team and to manage the devolved budget and allocated resources of the Team. To be responsible for the recruitment, objective setting, appraisal and 1st level conduct and discipline issues for all team members.

 To be responsible for fulfilment of statutory duties within the assigned area.

 To ensure appropriate liaison with other partners where we share facilities, other key internal and external stakeholders.

 To provide support to the management of SEPA’s fleet and energy management systems.

 To contribute, as required, to national working groups and in formulating and implementing process change within the Unit.
 To provide regular reports on Team performance to Senior Management which accurately reflect the Team’s contribution towards agreed targets.
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D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS

	Predominantly with facilities staff, senior responsible officers within each facility, and senior staff within the Resources Portfolio.
Externally communication will be with senior staff in other partner agencies, Scottish Government and other Non-Departmental Public Bodies; Landlords; property consultants; contractors and suppliers.



E.
DIRECT REPORTS
	To be confirmed



Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding

Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Understanding of SEPA’s Aims & Objectives

	
	
	Yes
	4

	Scientific/Technical

Namely: Technical knowledge of facilities management

	Yes
	2
	
	

	Managerial

Namely: Leadership, recruitment, mentorship, training, planning, budgeting, staff development, Health & Safety

	Yes
	3
	
	

	Legislation

Namely: Relating to facilities management

	Yes
	2
	
	

	Other 

(please specify) 
 
	
	
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	Relevant degree or equivalent

	Yes
	

	Corporate membership of an approved body
	
	Yes

	Accredited Management Training  
	
	Yes


3) EXPERIENCE REQUIRED

Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	Yes
	At least 3 years
	Yes
	5 years

	People management experience


	Yes
	At least 3 years
	
	

	Budgetary management experience


	Yes
	At least 3 years
	
	

	Use of equipment and systems (please specify)

	Standard Microsoft Office suite
	1 year
	CAD
	1 year

	Other (please specify):


	
	
	Project Management
Contract Management
	1 year
1 year


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication
Namely: Letters 7 e-mails

	Yes
	

	Report writing
Namely: Business cases; project plans, business plans etc.

	Yes
	

	Oral communication
Namely: Internal/External.  Supplier negotiations

	Yes
	

	Presentations

Namely: Options papers to senior management.

	Yes
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