Agenda For Change Job Description

	· JOB IDENTIFICATION
Job Title:                 Site Facilities Manager 
Responsible to:      Assistant Head of FM Operations (North)
Department:            Facilities Management
Directorate:             Estates and Facilities Management Directorate


	2.  JOB PURPOSE

	Supporting the provision of quality patient care within a health care environment, including acute hospitals, mental health hospitals and Primary Care services.

The Estates and Facilities Directorate delivers a variety of services (e.g. patient and retail catering, domestic cleaning, portering, transport and a range of administrative and reception desk services) which support and contribute to the provision of quality patient care.


	3.  ROLE OF DEPARTMENT


	Estates and Facilities is the third largest service Directorate within NHS Greater Glasgow & Clyde. It plays an essential role in supporting clinical activity and healthcare provision within the Acute and Primary care settings for the population of NHS Greater Glasgow and Clyde and beyond.

In addition to the local and Glasgow & Clyde wide clinical and support services there are a number of Regional and National centres for clinical care provided within the Board. The profile of the Estate ranges from Victorian buildings to new purpose built units acquired under PPI / PFI Funding Schemes.

The range of Facilities Services provided within the Directorate covers:

Estates Maintenance, Estates Minor Works programmes, Catering; Domestic Services; Portering; General Services; Sewing Rooms; Linen and Laundry Services; Transport; Car Parking; Sterile Services; Procurement; Cashiers; Grounds Maintenance, Pest Control, fire management, health and safety, waste management, security, sustainability, travel and planning.  The South Sector QEUH also manages security/helipad.

The Directorate is a highly complex organisation in its own right which supports all aspects of health care within the Board and contributes to the wider development of facilities services strategies and initiatives nationally.

The Directorate is required to provide professional and technical facilities management advice and leadership for NHS Greater Glasgow & Clyde at all levels of the organisation. In the current changing healthcare environment the Facilities Directorate is also involved in Corporate and Strategic Planning of new facilities and operational service specifications.

The Directorate will be organised to best manage service delivery focusing on the capability development of existing staff by being a champion of excellence and innovative performance.  The Directorate will continually review and improve the quality and range of services provided in support of the Board’s clinical service objectives through a process of continual improvement and innovation which adapts and develops to modern healthcare services and core Facilities service provision.

The Directorate will be managed to comply with overarching strategy compliance, national agendas and Board policy and will operate in close collaboration with other Directorates, Health Boards and SEHD. 

From a strategic business planning perspective, it will seek to manage a number of services, business opportunities, contract negotiations and related processes through a proactive personal development route, which encourages investment in people, technologies and process design.

The Directorate will be a high performing team focussed on delivering excellent services to all our stakeholders and to be highly respected for our contribution to the Boards strategic goals.




	



	4.  ORGANISATIONAL POSITIONFire Safety 
Advisor(s)
Facilities Duty Manager
Administration (Helpdesk / Cashiers etc)
Facilities Supervisor Domestic
Facilities Supervisor Portering
Facilities Supervisor Catering
Helipad Operatives
Fire & Security 
(QEUH Only)
Facilities Assistants Domestic
Facilities Assistants Domestic
Facilities Assistants Domestic
Heads of Service 
Catering, Domestic, Portering
 or Departmental Manager
Assistant Head of FM Operations Manager
Site Facilities Manager (This post)



	




















	

5.  SCOPE AND RANGE

	The Estates and Facilities Directorate employ 3,505 wte (4,965 Head count), working across an operational estate of approximate 931,506 square metres, with a Pay Budget of £125M.  

The Head of FM Operations (North, East and West) is responsible for 6 sites (Glasgow Royal Infirmary, Lightburn Hospital, Gartnavel Campus, West Glasgow ACH, Stobhill Campus and Victoria ACH’s), surrounding local health centres/clinics in the North Sector, approximately 1,000 WTE and a total budget of £65 million - £28m is PFI (including Pay Budget of £31 million and Supplies Budget of £34 million)

 This post is responsible for Glasgow Royal Infirmary and Lightburn Hospital


	6.  MAIN TASKS, DUTIES AND RESPONSIBILITIES

	· Provide day to day management and leadership in the planning, management and provision of Facilities services across hospital campus and other areas of the organisation as directed.
· Accountable for leading, developing and influencing progress within Facilities services for the delivery of local strategy, plans and objectives
· Budget holder with responsibility for ensuring the effective delivery of services within budgetary 
parameters, manage and control financial resources within budgetary parameters
· Oversee the delivery of Facilities services ensuring consistent high quality provision at all times. Manage performance across the service to ensure strict compliance and adherence to all Board Policies and Procedures.
· Ensure appropriate levels of monitoring and evaluation of services to demonstrate that best value is being achieved through benchmarking, performance review, target setting and efficiency measures..
· Ensure consistent services provision compliance with all statutory & legislative standards and local & national protocol and procedure – e.g. Catering related hygiene standards, Food in Hospitals, National Cleaning Standards, Waste Management
· Lead, manage and direct Facilities Duty Managers / Heads of Service/ Departmental Managers by developing an effective team with shared focus and vision which underpins patient centred values.
· Ensure the continuing training and development of managers and supervisors across the range of Facilities services, tailored to both individual need and corporate requirements, acknowledging a range of new environmental aspects such as single room patient accommodation.
· Ensure appropriate training is implemented for all Facilities Directorate staff; this includes compliance with all statutory/mandatory training requirements.
· Support Facilities Duty Managers / Heads of Service /Departmental Managers to establish objectives and achieve performance standards which demonstrate value for money and optimum quality standards.
· Support the Assistant Head of FM Operations in the delivery of quality management systems to ensure core standard services are achieved, and consider alternative patterns of service as appropriate.
· Advise Duty Managers & Departmental Managers of new / revised Policies and put into operation monitoring systems to ensure compliance and adherence to such policies by all staff.
· Support and deputise for the Assistant Head of FM Operations in all aspects of services management and provision.
· Maintain a high profile presence across all designated areas, particularly across high patient activity acting as the senior Facilities interface on a day to day basis with Facilities colleagues, clinical staff, patients and visitors, liaising with clinical Directorate colleagues to discuss operational matters of joint interest.
· Develop sound working relationships with clinical colleagues in order to participate effectively in the 
continuing development of service provision
· Assist the Assistant Head of FM Operations in the implementation and development of effective financial 
reporting systems and procedures which will ensure effective monitoring of income and expenditure 
and achievement of financial objectives, including the Directorate’s cost improvement targets.
· Compile  and interrogate service specific financial and performance related reports associated with 
budgetary management and service delivery benchmarking 
· Support organisational change exercises, liaising with staff and staff side colleagues 
· Contribute to the development and implementation of local policies and procedures.  
· Ensure Board Wide and National Policies are implemented across the Sector.
· Participate in and support internal and external service inspections – e.g. HiS inspections
· Respond to and address/resolve requests from Facilities and clinical colleagues in respect of services provision or general Sector related issues
· Meet with patients and their representatives regarding the quality of service, ensuring comments shared are 
acted upon in order to continuously improve services delivery and optimise patient satisfaction at all times 
· Lead and coordinate public involvement activities 
· Ensure any patient/public member’s complaints are investigated and addressed and resolved courteously 
and efficiently.  
· Develop and maintain effective working relationships and communication with Partnership colleagues
· Ensure a safe working environment at all times in respect of service delivery and general Sector activity 
complying with Health & Safety, Fire, COSHH & Food Hygiene legislation and associated local policy
      and procedures.
· Responsibility for the development and review of departmental risk assessments ensuring full compliance with all appropriate legislation, e.g. manual handling training, provision of PPE, Infection Control procedures and Fire Safety Plans, etc.
· Ensure appropriate levels of Sector security are maintained as per locally agreed policy
· Manage all aspects of fire safety in accordance with Policy as Deputy Nominated Fire officer and lead 
response team in fire alerts.
· Ensure consistent and accurate Datix recording in the event of any incident or accident occurring
· Develop effective relationships and communication with all stakeholders – e.g. Facilities colleagues, clinical staff, Partnership colleagues and a range of external individuals and organisations such as Environmental Health, HFS Groups and Government Organisations.
· Effectively and proactively manage absence levels and disciplinary related tasks as per local policy ensuring robust and transparent processes are in place at all times.  
· Participate in departmental performance development reviews and act upon all requirements and recommendations to enhance service delivery   
· Undertake TURAS appraisal and PDPs for direct reports and ensure managers attain targets associated with Facilities staff completion. 
· Continually appraise the performance of staff to identify both their collective and individual development and training needs and ensure staff are trained and equipped to meet continued technical, management and statutory requirements of the service. Develop and deliver training programmes as necessary. 
· Lead and/or participate at a range of meetings as required on both internal and external basis – e.g. Local Incident Response Groups, Greencode, Health and Safety, Infection Control, Risk Management. 
· Liaise effectively with local Estates team to ensure any Sector estates issues are addressed appropriately
· Support the Assistant Head of FM Operations with the effective management of car parking via contract service provider. 
· Deals with issues relating to staff performance, grievance, disciplinary matters, disputes e.g. with contractors. 
· Ensure the effective management of the FM service delivery yard(s) as directed by the Assistant Head of FM Operations ensuring that H&S requirements are in place and fully complied with at all times.  
· Ensuring the effective management of helipad services (QEUH Only).  This includes routine safety inspections, all appropriate legislation and up-to-date staff training including correct access to PPE.
· Flexible working to meet the needs of the service which includes unsocial hours when required.


	7a. EQUIPMENT AND MACHINERY

	The post holder will be expected to use and be familiar with key strategic and statutory guidance which is relevant to the post. 

The post holder will be expected to use standard office and bespoke software and NHS specific systems. This will include adherence to corporate governance requirements, incl. adherence to the Data Protection Act and the Freedom of Information Act in relation to the records and information held.

· Telephone system/Voicemail
· Personal computer/laptop
· Mobile telephone / blackberry
· Printer
· Photocopier
· Facsimile
· Scanner
· Digital Projector


	7b. SYSTEMS

	· Management systems such as Infoview, Pecos etc
· IT Equipment such as PCs and printers utilising standard Word & Excel 
· AGV Technology & Systems – applicable to Sector
· Variety of FM systems devices 
· Helipad specific equipment (applicable to QEUH)
· Datix/Pecos/SSTS	
· HACCP Systems
· Infection Control Manual
· Service Manuals, Health & Safety Control Book, H.R. Policy Procedures Manual,Duty registers.
· Training programmes/Staff training record cards, Staff Files
· CCTV Systems
· Financial/Budgetary Reports


	8.   DECISIONS AND JUDGEMENTS

	· Post holder works autonomously within parameters set by the Head of FM Operations. 
· Day to  day work is self-generated although the Assistant Head of FM Operations will delegate specific projects.
· Post holder is responsible for conducting themselves in a professional manner and adhering to all 
       policies and procedures.
· The workload generated is considerable and the post holder will be required to prioritise their 
      workload in such a way that facilitates achievement of objectives and targets  
· The post holder will agree objectives with the Assistant Head of FM Operations. 


	



9.   COMMUNICATIONS AND RELATIONSHIPS

	Within NHS Greater Glasgow and Clyde
· The post holder communicates with Facilities colleagues and a wide range of service stakeholders on a variety of levels. 
· A high standard of written, electronic and verbal communication skills are required by the post holder in the performance of their duties, to enable them to communicate effectively with the Facilities Management, Supervisors and other departments and organisations within the hospital, e.g. Health and Safety Officers, Training Officers, Risk Management, Trades Unions, all wards and Heads of Departments.

External to Greater Glasgow and Clyde
· The post holder communicates in the form of meetings, telephone discussions, e-mail, fax, and other correspondence with various groups of people on both a local and national basis, including:
· Various suppliers   
· Various contractors
· External organisations including Police, Scottish Ambulance Service, Fire Service; HFS etc



	10. PHYSICAL, MENTAL, EMOTIONAL AND ENVIRONMENTAL DEMANDS OF THE JOB

	
PHYSICAL EFFORT
· The post holder will exercise accuracy and dexterity whilst using computers and keyboards.
· Standing and walking - Sector walkabouts on a regular and consistent basis to visit service users and staff.

MENTAL EFFORT
· The nature of the post holder’s workload involves prolonged periods of concentration – eg development and analysis of data, report compilation etc.
· The demands of the post require the post holder to operate a computer and data base system for prolonged periods of time throughout the working day.

EMOTIONAL DEMANDS
· The post holder has responsibility for staff management which can prove emotive and complex


	11. MOST CHALLENGING/DIFFICULT PARTS OF THE JOB

	· The most challenging part of the job is to provide a wide range of consistently high quality Facilities services, delivered within budgetary parameters that meet the needs of patients and clinical services 
· Prioritising workload with competing demands on a regular on going basis  
· To meet clinical and operational needs in delivery of comprehensive and integrated Facilities services in                           terms of quality and within set financial and resource parameters.
· To ensure services are adequately resourced and responsive to the needs of the clinical 
      change agenda.
· To deal with serious disciplinary matters, including investigations and presentation of cases senior management.

	12,  KNOWLEDGE, TRAINING AND EXPERIENCE REQUIRED TO DO THE JOB

	
· Minimum postgraduate qualified or working towards.
· The post holder must have experience at senior management level with specialist knowledge across all areas of Facilities Management.
· Project management experience
· Possess well developed influencing skills
· Excellent communication skills
· Have well developed leadership and managerial skills 
· The post holder must have previous staff management experience. 
· Have the ability to work autonomously, be self motivated and have effective and efficient leadership skills.
· The post holders must have the ability to respond to unpredictable/emergency situations.
· The post holder must have good IT skills
· The post holder must be articulate both verbally and in writing. .

· Knowledge
	1. Extensive knowledge of all Facilities services (Catering, Domestic Services, Portering, Hospital 	    Security etc)
	2. Knowledge of Health & Safety legislation and local policy
	3. Highly developed specialist knowledge and experience of Facilities services management and 	    provision
	4. Sound working knowledge of Facilities services related mandatory, national and legislative  	  	    standards requirements	 
	5. Knowledge of GGC policies and procedures
	6. Knowledge of Infection Control practices 
	7. HR Policies

· Training
	
	1. Advanced Food Hygiene Certificate (training provided)
	2. Managerial Skills Development Training 




	 
13.  JOB DESCRIPTION AGREEMENT
 
A separate job description will need to be signed off by each jobholder to whom the job description applies.

Job Holder’s Signature
 
 Head of Department Signature:
 



