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JOB DESCRIPTION 

	Job Title:	
	Buildings & Contracts Manager

	Reports to:	
	Head of Facilities

	Department:
	Facilities


Purpose of the Job

The Buildings & Contracts Manager is responsible for leading and managing the long-term maintenance for B&HM’s property portfolio which includes the iconic Royal pavilion. They will deliver projects that include major and minor restoration, life cycle asset replacement, packaged Mechanical, Electrical Public health services (MEPh), and fire safety works.   
They ensure that projects are procured and delivered to comply with the lease, Listed Building Consent, specifications and design standards, CDM, Fire safety and environmental regulations, and in line with the B&HM’s procurement policy. The post holder will be responsible for developing business cases and briefs, procuring and managing consultants and professional services (e.g. Architects, Conservation officers, Engineers, Quantity Surveyors and relevant appointments). They will be on the tender panel for the appointment of Principal Contractors and oversee delivery of projects through to completion and handover. 
The post holder will need to plan and communicate effectively with multiple stakeholders including B&HM staff, consultants, contractors, relevant local authority officers, to coordinate work safely and with minimal disruption. The buildings and contracts Manager is accountable for managing budget and resources to achieve project objectives whilst managing project risks.  

1. To plan and deliver a programme of building maintenance works and projects for all buildings which will include cyclical and reactive maintenance.
2. To deliver an on-going five-year maintenance regime for the property portfolio.
3. To ensure that all planned maintenance works are completed on schedule and within budget and that urgent repairs are completed within agreed timescales. 
4. To arrange QQ surveys and undertake regular condition surveys to inform the planning and organisation of maintenance programmes.
5. To implement relevant legislation and best practice to building works.
6. To prepare tender documents and planning consents for building related programmes and projects.
7. To be responsible for contract management for building works and to procure and supervise external services from contractors. To manage pre-site meetings and site inductions for external contractors.
8. To be the technical lead for all aspects of buildings risk compliance and to be responsible for implementing risk management procedures relating to the buildings and structures.
9. Act as a champion for the buildings to both internal and external audiences, and to participate in talks, tours and media interviews.
10. To conceive and develop projects that participate in commercial and income generating activities and engage our audiences with fundraising messaging and historical and conservation stories for programming, events, capital developments and gallery refurbishments.

11. Manage all hot work applications across the portfolio including outside events, catering and filming and support with implementing fire safety and security measures.

Technical services 

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

13. 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. 

14. Contribute to continuous improvement of Facilities project management and Facilities operational procedures. 

Financial and administration management

15. To undertake budgetary responsibilities and financial management and prepare monthly progress reports for the Head of Facilities.

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

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

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

Health, Safety and Environmental management 

19. 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. 

20. To understand and implement all relevant and current H&S legislation, including CDM regulations, and keep records of any necessary documentation in the permit to work processes (insurance, H&S, Hot Works etc) and dealing with any issues arising

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

22. To maintain a programme of recording and documenting the maintenance and restoration of the sites.
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:	
	Buildings & Contracts Manager

	Reports to:	
	Head of Facilities

	Department:
	Facilities



	
	ESSENTIAL CRITERIA

	
Job Related Education, Qualifications and Knowledge
	· Relevant professional qualification 
· Thorough 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.
· 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 their area of responsibility and the ability to assess and manage 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.
· To deputise for the Head of Facilities and provide operational management support for the Facilities Managers as required. 
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