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JOB DESCRIPTION 

	JOB TITLE:                         Estates and Health & Safety Manager
Sector/Section:
                            Estates and Facilities Management
Grade:                                           MS 2-7
Directly responsible to:                  Executive Director of HR and Estates
Line management of:                    Estates Team



	PURPOSE OF JOB:  

· To ensure that the College complies with relevant health and safety legislation.
· To ensure that health and safety is embedded within all areas of the College.

· To advise and proactively work with all College departments to mitigate risk.

· To develop training resources for staff and learners as part of the Colleges induction process.  
· To manage the work of the Estates Teams
· Tom manage the facilities function which includes soft facilities, maintenance and Health and Safety.

· To ensure compliance within the Estates and Health and Safety Function

· To work with external agencies and contractors in line with Safe Contractor policies and procedures.

· To undertake procurement for best value for money

· To ensure the College buildings and facilities are maintened to a high standard across all College sites.

 


	MAIN RESPONSIBILITIES AND DUTIES:

Under the general direction of the Director of Estates:

1. To develop, implement, monitor and review all College health and safety policies and procedures 
2. To ensure that the College in complying with current health and safety legislation and/or regulations with the objective of ensuring that all reasonable and proper measures are taken to protect the safety and  health of learners, staff and visitors.
3. To advise on and produce risk assessments. 

4. Undertake Display Screen Assessments and liaise with the Human Resources department.

5. To authorise contractors to work on-site following completion of appropriate paperwork to ensure compliance

a. Arrange for work to be undertaken.

b. Monitor and supervise work and sign off on completion.
6. To investigate and report on all serious/critical personal injury accidents occurring to learners, staff and/or visitors to the Director of Estates and to assist in the investigation of all accidents/incidents.
7. To investigate, report and take appropriate action on complaints of hazardous working conditions to the Executive Director of Human Resources and Estates.
8. To conduct regular health and safety audits within and around all College premises.

9. To participate at the Colleges Management of Health and Safety Committees (MoHaSC) meetings and ensure that actions are followed through to completion.
10. To advise and respond to changes in health and safety policies, procedures, codes of practice or legislation.

a. Attend external conferences and networking meetings.

b. Disseminate information.

11. To arrange for health and safety testing and/or evaluations of the workplace by external agencies/consultants as may be necessary.
12. To act as liaison with all related governmental bodies and regulating agencies.

a. Ensure that subsequent actions are followed through to completion.
13. To coordinate and deliver the training of personnel in all areas of health and safety.

a. Creating and producing new training materials and presentations.
b. Undertake training for facilities staff and at staff development days for College staff.
c. Undertake staff induction training.

d. Identify specialist training requirements.

e. Undertake training sessions and presentations for learners. 

f. To develop and update a suite on-line health and safety learning material.
14. To assist in the preparation and updating of the Colleges emergency and crisis management procedures.
15. Assist in the running of the estates office to ensure that appropriate service levels are maintained.

16. Manage the estates functions and teams consisting of caretakers, cleaners, security, reprographics.

a. Ensure that an appropriate level of service is determined and delivered.

b. Ensure that data protection, communications and liaison with external agencies are effective.

c. To provide line management support,advice and guidance to to Cleaners, Caretakers, Painting, Security and Reprographics including undertaking appraisals, probationary reports, performance management and recruitment.
17. Identify procurement opportunities and work with the Finance team to ensure best value and compliance with College financial regulations is achieved. 

18. Arrangingcontracts for College Services, meeting with suppliers and arranging best value for money service.

19. Key holder and out of hours contact.
20. Link into networking groups.
21. Work towards the Colleges sustainability and climate change aims and objectives.
22. Manage external contractors 
23. Provide health and Safety advice and support to senior management
24. Updating policies and procedures
25. Working with external enforcement agencies.
26. Managing estates team-Maintenance, soft facilities.
27. Managing staff shift rotas
28. To prepare documents for self assessment, creating SMART targets.

Other

29. To support and promote the work of the College at all times.
30. To undertake such duties as may be required by the Prinicipal, commensurate with the grade and nature of the post.
31. In carrying out their duties the appointee must; 

32. Comply with Health and Safety Regulations

33. Be aware of the College statement on Health and Safety

34. Be fully aware and comply with College policy on equal opportunities

35. Be fully aware and comply with College policy on safeguarding young people and vulnerable adults.



	Flexible Working

Whilst this particular position is normally located at Deane Road Campus, the Facilities Management Team operate on a flexible basis across the College and staff are required to give support in all areas/sites, as and when required by Management, with due regard being given to their specialism.

Working Hours

The post holder will be expected to work such hours as are stated in the contract of employment. The postholder may from time to time be required to work Saturday or a Sunday, in which case time off in lieu will be given during the normal working week. This post is full time 37 hours / 5 days per week.
Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.
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