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Job Description

Role title: 	Facilities Compliance Manager
Reports to: 	Group HSEQ and Sustainability Director
Grade:		Principal				
Sector:		Business Support
Division:	HSEQ

Purpose / Scope of role

APEM are looking to appoint a Facilities and Compliance Manager to be responsible for managing a secure and well-functioning work environment.

Lead a small team in delivering a wide range of functions across the UK&I facilities for a multi-site Group.

Coordinating with internal teams and external vendors of various trades, you will ensure a proactive management programme for all structures, systems and devices is achieved with the ability to react swiftly to manage any unforeseen issues. You will also take the lead in identifying new facilities where required and oversee associated refurbishment projects to meet compliance and organisational requirements.

You will play a key role in supporting the strategic development and continuous improvement of the delivery of an integrated facilities and compliance management service and develop and drive key strategic priorities for the Group.

What success looks like in this role

The successful candidate will have the opportunity to utilise their skills and experience to develop the role in line with the strategic direction of APEM Group, establishing a well organised, proactive facilities and compliance management programme service that meets the current and future needs of a high growth organisation. 

Key Responsibilities

Facilities
· Development of the APEM Group facilities strategy alongside the facilities steering group.
· Management of the Group commercial property portfolio, ensuring compliance with lease agreements and highlighting risks where these contracts would affect strategic or operational performance.
· Develop relationships with key stakeholders within the business including the Senior Leadership teams, Corporate Compliance and Legal and facility users.
· Lead on facilities development projects to support the strategic vision for the business seeking innovative and sustainable solutions.
· Responsible for the maintenance and upkeep of the buildings: 
· property strategy, space management, building maintenance, testing and inspections, building administration, security, managing renovations and refurbishments
· delivery of all hard and soft services including support for cleaning, housekeeping, waste management, emergency call out, PPM, reactive repair as required, including the direction, supervision, and oversight of subcontracted services. 
· Ensure facility compliance with all relevant legal and statutory requirements including but not limited to the following, as well as equivalent legislation in other territories:
· Health and Safety at Work Regulations from 1999.  
· Fire Safety Order 2005
· Provision and Use of Work Equipment Regulations 1998 (PUWER)
· Electricity at Work Regulations 1989
· Control of Asbestos Regulations 2012 
· Gas Safety Installation and Use Regulations 1998 (GSIUR) 
· Water Regulations - Legionella Risk Assessment (LRA) 
·  Undertake specific fire safety roles in all territories to ensure compliance with local legislation and Fire Safety Orders
· Management of the legal register, where those legislations apply to the property portfolio. 
· Review and improve existing systems and processes, to ensure efficient ongoing facilities maintenance and management.
· Work with the wider HSEQS team to realise targets set for ESG and Net-Zero.
· Work with the wider HSEQS team to oversee the mobilisation and smooth operation of the asset management system.
· Creation and implementation of new processes and procedures where need is identified.
· Be a key stakeholder in upstream and downstream M&A integration and reporting and the integration of new entities into the UK& I business, ensuring that processes, procedures, and compliance align with the wider Group strategy.
· Support non UK&I facility management where required and until local arrangements are established.
· Support the Group in its management of external certifications and accreditations including but not limited to ISO standards and UKAS.


Business Support
· Line management of the facility and office management team. Ensuring that it develops with business need over time and realises efficiencies from existing processes and the implementation of new ways of working, where identified.
· Management of business continuity aspects as they relate to facilities management.

Other responsibilities
· Manage and review supplier relationships, contracts and delivery models for fleet, travel, accommodation, energy, and office supplies.
· Management, creation, and review of central budgets. Authorisation of supplier invoices in accordance with delegated authority levels.
· Supporting and providing guidance for stakeholders when they are considering purchasing options for facilities.
· Leading negotiations with relevant suppliers to ensure APEM Group gain the best value and service and that contracted services support the Group sustainability commitments.
· Support cost efficiencies, managing cross-functional engagement where supplier works across more than one functional business unit.
·    Control facility purchasing activities in accordance with appropriate regulatory requirements.
· Undertake other duties as reasonably requested and appropriate to the role
· To take reasonable care for the health and safety of yourself and others; make use of the tools, equipment, training, and resources; and actively engage with colleagues at all levels to contribute to the continuous improvement of health and safety management.
· Complete mandatory health, safety and compliance training modules and any that are specific to your role.

Skills/Knowledge/Experience/Qualifications

Essential 

· [bookmark: _Hlk158041767]Previous experience in a management role, responsible for facilities (multi-site) and purchasing management.
· Previous experience of managing multiple stakeholders, both internally and externally.
· Previous experience of, and ability to manage, legal contracts such as leases and service level agreements.
· Previous experience of managing a commercial fleet.
· Able to carry out daily maintenance, scheduling, and inventory stock control.
· Solid understanding of all Statutory certification and regulations in UK and Ireland for commercial properties and the ability to document effectively to aid audit.
· Familiarity with office equipment and security systems.
· Project Management.
· Planning and inventory management.
· Improving performance of business requirements through KPI's.
· Sound judgement and the ability to think quickly during emergencies.
· Ability to travel across office network as required.

Desirable 
· Degree level qualification in facilities or purchasing related studies
· Additional certification as a facility manager (BIFM//IWFM) would be advantageous.
· CIPS qualification

Our Values 
Our most important assets are our people who work here. We all work as one team and rely on each other. We wish to create a working environment to which our people are proud to belong, by maintaining our values at the forefront of everything we do. These values are:

· Integrity – We do the right thing
· Quality – Quality in everything
· People - We care
· Forward thinking – We focus on the future
· Positivity – We believe we can
· Fairness – We champion equality 

Our WOW Factor

When home became work, we learned that flexibility, understanding, and balance allowed us all to move forward and grow together. So, no matter where you’re based, the hours you keep, the toddlers you must entertain, or outside interests that help with your wellbeing we’re committed to our Ways of Working (WOW) with each other so we can continue to be our best.

You belong

We recognise that everyone’s story is different. The opportunities, experiences and challenges faced in life shape who we are, and we understand that these are the things that make us individual and unique. Embracing our differences means we’re able to approach what we do from every angle.
Inspiration and insight can come from anywhere, and no matter your history or choices in life, we empower our people to be their best, so we can be our best, together. We welcome the whole you.
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