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JOB DESCRIPTION 

	Job Title:	
	Historic Buildings Manager

	Reports to:	
	Head of Facilities

	Department:
	Collections & Conservation


Purpose of the Job

The Historic Buildings Manager leads the long-term maintenance of B&HM’s property portfolio, including the Royal Pavilion. They manage restoration, asset replacement, MEPh services, and fire safety projects.
The role ensures compliance with leases, Listed Building Consent, design standards, CDM, fire safety, environmental regulations, and procurement policy. Responsibilities include developing business cases, procuring and managing consultants, and serving on tender panels for contractors. They oversee projects through completion and handover.
The post holder must coordinate with staff, consultants, contractors, and local authorities to deliver work safely and with minimal disruption, while managing budgets, resources, and risks to meet objectives.

Principle accountabilities 

1. To plan and deliver a programme of building maintenance works and projects for all B&HM buildings which will include cyclical and reactive maintenance. To work closely with partners at Brighton and Hove City Council (BHCC) in devising and implementing these plans.

2. To deliver an on-going five-year maintenance regime for the B&HM property portfolio and oversee the application of value for money proposals.

3. To arrange quinquennial surveys and undertake regular condition surveys to inform the planning and organisation of maintenance programmes to support the needs of B&HM. To implement relevant legislation and best practice to building works.

4. Manage projects in terms of time, cost and quality according to the RIBA Plan of Work or similar standard framework including capital and minor works and business improvement and income generation projects.

5. Manage own time and priorities across multiple projects and coordinate with all relevant stakeholders to coordinate works and facilities services. 
6. Review and select a procurement route that complies with B&HM procurement policy. This may require purchasing consultants’ services to advise on tender routes or to manage tenders on behalf of B&HM.

7. Manage all hot works across the portfolio including outside events, catering and filming.

8. Carry out any other duties as required by the Head of Facilities and provide operational management support for the Facilities managers as required. 

Technical services 

1. Advise on pragmatic and practical solutions to the client and work with professionals and consultants to develop briefs and designs. 

2. Support the Head of Facilities with development of the asset management plan, working with consultants and professionals to update the MEPh and Fabric life cycle plans to programme capital works. 

3. Contribute to continuous improvement of Facilities project management and Facilities operational procedures and input into the development of design standards. 

4. Act as a champion for B&HM’s buildings to both internal and external audiences, and to participate in talks and tours and media interviews.

Financial and administration management

1. Administration and monitoring of project expenditure. Raise purchase orders and receive invoices. Act as the primary point of contact for the projects. 

2. Contribute to quarterly and annual forecasting and budgeting, prepare financial information, as requested by the Head of Facilities.

3. Prepare and monitor the project programme, risk register, budget and communications plan. Schedule and attend meetings and maintain project records. 

4. Prepare monthly progress reports for the Head of Facilities. 

5. Administer tender processes, consulting with the Executive Board. Writing tender documentation, liaising with suppliers, and documenting the tender process for internal approval.   

Health, Safety and Environmental management 

1. Ensure projects are delivered safely. Expect excellent KPI performance of contractors and maintain compliance with B&HM’s Safe Systems of Works procedures. 

2. Ensure project compliance with all relevant legislation and ensure the appointments are made under the Construction Design and Management and Building regulations. Identify risks and escalate concerns to the Head of Facilities.

3. Manage licence for alteration and listed building consent requirements, and insurance as required to ensure that consents are obtained on time, and that the appropriate methods of construction are used so that the aesthetics of the buildings are not compromised. 

4. Assess projects and be creative in planning, so that the project delivery supports B&HM’s environmental sustainability ambitions, minimising the environmental impact of the project and ensuring energy efficient solutions are prioritised.  

5. [bookmark: _Hlk213747506]Work with the Marketing and Curatorial team to develop narratives for scheduled work being undertaken during visitor hours to engage our audiences with fundraising messaging and historical and conservation stories.


General Accountabilities
To develop practices within B&HM that uphold and develop the principles of B&HM’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.
To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:

· Be visitor focused and business-like.
· Be a great museum professional.
· Always be listening and learning.
· Be an ambassador for B&HM.

Your duties will be as set out in the above job description but please note that B&HM reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
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PERSON SPECIFICATION

	Job Title:	
	Historic Buildings Manager

	Reports to:	
	Head of Facilities

	Department:
	Collections & Conservation


Essential Criteria

	
	ESSENTIAL CRITERIA

	Job Related Education, Qualifications and Knowledge
	· Relevant professional qualification e.g. Chartered Surveyor MRICS, MCIOB. Heritage Accreditation/Certification at intermediate level.
· Excellent knowledge of building maintenance, conservation and repair.
· Ability to produce Specifications and Schedules of work. 
· Knowledge of relevant legislation related to the role including planning and listed building legislation.
· Knowledge of current national and regional policies and initiatives affecting museums.
· A broad understanding of museum collections. 
· Evidence of a personal commitment to continual CPD.
· Politically aware.

	Experience
	· Successful management of stakeholder relationships including external client relationships.
· Experience of project management.
· Experience of contract management and administration.
· Experience of budget management and planning.
· Experience of staff management and supervising work placement staff and volunteers.

	Skills/Abilities






	· Ability to influence others and liaise effectively with colleagues and external contacts.
· To promote a mutually supportive and collaborative team working style.
· An ability to take a holistic view of conservation work.
· Excellent communication skills (both written and verbal). 
· IT skills.
· Ability to work to tight deadlines and deliver projects on time.
· Ability to effectively manage budgets.

	Equalities 
	· To uphold and carry out the duties of the post with due regard to B&HM’s Equalities and Equality in Employment Policies.

	Other Requirements
	· Commitment to understanding current Health and Safety legislation as it applies to the area of policy and practice as it applies in their area of work.
· Ability to manage and adhere to Health and Safety Policy, practices and instructions.
· Awareness of the need to identify and manage hazards in the area of responsibility and the ability to contribute to an assessment and management of the associated risks.
· Willingness to work weekends and evenings as required.
· Commitment to continuing professional development and a willingness to learn.
· To be available to respond to out-of-hours emergencies as part of the B&HM emergency response plan.
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