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JOB DESCRIPTION

Job Title: 

Senior Estates Manager
Accountable to: 
Assistant Director of Property and Facilities
Salary:


£50,000 to £60,000
Location:

Broadway House, Stanmore
Hours:


 35 hours per week
Contract:

 6-month Fixed Term Contract
ROLE OVERVIEW
As the Estates Manager, you will be responsible for the effective management and maintenance of Norwood’s properties, including buildings, grounds, and facilities. Your role will ensure that our environments are safe, functional, and welcoming for staff, visitors, and beneficiaries. This role is critical to supporting our mission, as it involves upholding high standards across our facilities, managing budgets, and ensuring compliance with health, safety, and environmental regulations.

MAIN DUTIES AND RESPONSIBILITIES 
Hard FM Contract:

· Oversee the mobilisation and effective delivery of the Hard FM service contract, ensuring high standards across Norwood’s facilities.

· Attend stakeholder meetings to review and enhance service delivery.

· Ensure contractors deliver services in a manner consistent with the Norwood values, fostering professionalism and respect.

· Maintain service delivery within budgetary constraints and in strict compliance with contract terms, achieving best value for Norwood.

· Ensure the Hard FM contract consistently complies with statutory regulations and best practices.

· Ensure timely service delivery to meet agreed Key Performance Indicators (KPIs) and Norwood expectations.

· Manage the contract effectively, performing audits, analysing performance, and generating reports.

Soft FM Contract:

· Manage the delivery of an effective Soft FM service through a structured contract.

· Attend meetings with stakeholders to monitor and improve service quality.

· Ensure contractors conduct themselves professionally, reflecting the Norwood values.

· Ensure service delivery aligns with budgetary requirements and achieves best value for Norwood.

· Oversee compliance of the Soft FM contract in line with legislation and best practices.

· Ensure services meet Norwood’s established KPI standards for timeliness and quality.

· Effectively manage the Soft FM contract, including audits, performance monitoring, and reporting.

Other Responsibilities:

· Build and maintain relationships with senior operational managers, service heads, and home managers.

· Develop, monitor, and report on a suite of performance, compliance, and quality indicators for both Hard and Soft FM services, including trend analyses.

· Adhere to procurement processes, including the use of the purchase order system for services.

· Collaborate with external FM providers to ensure optimal use of the CAFM (Computer Aided Facility Management) system for defect reporting, job tracking, and performance analysis.

· Partner with the finance team to create monthly financial reports, reviewing and approving invoices within agreed financial thresholds.

· Report regularly to the Assistant Director of Property and Facilities as part of an established reporting structure.

· Attend stakeholder meetings to support and refine service delivery.

· Promote a culture of continuous improvement, innovation, and best practice.

· Participate in an on-call rota to respond to urgent issues outside of regular hours.

· Contribute to the development and maintenance of business continuity plans.

· Undertake additional duties as directed by the Assistant Director of Property and Facilities.

· Regularly assess and review subcontractor performance, issuing tenders as necessary.

· Oversee updates to property-related policies within the charity’s policy framework.

· Manage the Corporate Property Risk Register.

· Supervise energy management and utilities contracts to ensure best value.

General
1. To take all reasonable care of the health and safety of him/her self and of other persons who may be affected by his/her acts or omissions. As regards to any duty or requirement imposed upon the organisation by or under any of the relevant statutory provisions, to co-operate with the organisation as far as it necessary to enable that duty or requirement to be performed or complied with.  

2. To work at any other Norwood location, as and when required. 

3. To report to the Health and Safety Manager either serious risks or your concerns over safety issues.

4. To maintain confidentiality at all times and to ensure respect for, proper observance of and adherence to Norwood's confidentiality policy for all staff.

5. To attend regular supervision sessions with line manager, regular team meetings and undertake relevant training as and when required.

6. To work collaboratively with volunteers to ensure that their contribution enhances quality of service provision and support across the organisation.

7. To undertake any other duties which are consistent with the post.

8. To maintain standard of dress that is appropriate to role and in accordance with the organisation’s dress policy.

This job description is not an exhaustive list of duties and responsibilities and is subject to change in accordance with the needs of the service.

PERSON SPECIFICATION

	CRITERIA 
	ESSENTIAL
	DESIRABLE

	EXPERIENCE 


	· Proven experience in estates/ facilities management or a similar role
· Experience of report writing and presentations
· A background in residential Estates Management 
	· A background in commercial Estates Management


	QUALIFICATIONS 


	· Qualification in Facilities Management or a relevant field or equivalent experience

	

	KNOWLEDGE AND SKILLS 


	· Strong knowledge of technical, engineering, and facilities management best practices
· Basic understanding of accounting and finance principles
· Strong organisational and leadership abilities
· Competence in Microsoft 365 applications, particularly Excel and Word
	· 

	PERSONAL CIRCUMSTANCES AND ATTRIBUTES 


	· Proficiency in analytical and critical thinking
· Excellent verbal and written communication skills
· A champion of Norwood’s values – Kindness, Respect, Belonging, Empowerment
	· 


