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Job Description

Role title: 	Facilities Team Leader
Reports to: 	Facilities Compliance Manager
Grade:		Consultant (Scientist)
Sector:		Group Services 
Division:	Facilities & Office Management (FOMS)


Purpose / Scope of role 

APEM Group is leading global environment consultancy providing expert advice to clients in a wide range of industries including renewables, water, infrastructure, marine and ports, transport, construction and development.

Our Group Services Sector encompasses the support teams within APEM Group including People, Finance, IT, Client Engagement, Mergers & Acquisitions, HSEQ, Legal and Facilities. With more than 40 offices globally, our Facilities and Office Management Support team are part of a network of roles providing first class office and facilities support to consultants and managers, ensuring things operate smoothly so that our scientists can take the APEM way to the world, allowing them to achieve environmental and social outcomes that matter.

As Facilities Team Leader you will play a critical role in, supporting the Facilities Compliance Manager to ensure our property portfolio, Facilities assets and all associated suppliers (in the UK or Ireland) are effectively managed in line with legal, regulatory and health and safety requirements.  

You will operate as part of a team and provide coverage across Ireland as and when required. You will be responsible for clear communication with stakeholders across the business including formal reporting such as Business Cases and Cost Benefit Analyses. You will take the lead on facility projects which may include office moves, refurbishments and/or research and implementation of new suppliers.

The incumbent is expected to represent the business to the senior leadership team, customers and employees alike. A high standard of professional presentation and communication is therefore critical to the role.

This role will be office based with opportunity for occasional home working, subject to agreement with your line manager. You will need to be available to travel to other offices and storage facilities across either the UK or Ireland in order to audit and ensure compliance at APEM Group locations alongside the management of Office Co-ordinators and liaison with key stakeholders. 

What success looks like in this role

The provision of safe, well maintained and fit for purpose buildings and services to support the business requirements. This includes PPMs, maintenance and compliance, asset management, landlord liaison, small property projects, procurement and contract management and experience and understanding of ISO and Management systems. Line management of a facility team to provide a comprehensive support service to the business via a Help Desk – managing requests for stocks, supplies, car hire and couriers.

Knowledge of local business requirements alongside a wider knowledge of the APEM Group’s strategy and vision

Key Responsibilities


Business Support

· To line manage Facilities Co-ordinators ensuring that they are fully trained for their role and understand their objectives
· To be based in the Head Office and to ensure that this office has Facilities staff available in the office every day and that the office environment is well maintained, tidy, safe, well managed and appropriate for a Head Office.
· To manage the Zendesk help desk system for Facilities to ensure it is used appropriately and to provide reporting to enable development of the system with the aim of monitoring trends and gaining efficiencies. This includes regular handling all types of requests via the Help Desk to support the team. 
· To organise and provide cover for Facilities Co-ordinators during periods of absence. 

Facilities/Property

· To support the Facilities Manager in their responsibility for the maintenance and upkeep of the buildings and the operational teams occupying those properties.
· To support the Facilities Manager in their responsibility for:
a. building maintenance, PPMs, security and reactive maintenance
b. office moves and refurbishments.
c. cleaning, housekeeping, waste management, office supplies, PPE & vending
d. compliance with legal and statutory requirements. For example, H&S at Work, Asbestos, Legionella.
e. the development and co-ordination of contingency plans across the portfolio including Business Continuity plans and tests and key holding and alarm services and being available in any building related emergencies.
· Develop relationships with key stakeholders within each premises and ensure that sites are visited on a monthly basis for the purpose of audits, stakeholder and landlord liaison and to identify issues and opportunities.
· Support the implementation of an Asset Management system and lead on this for Facilities assets including leased vehicles.


Supplier and Contract Management

· To support the Facilities Manager in negotiations with Facilities suppliers to ensure APEM Group gain the best value and service and that contracted services support Group sustainability commitments.
· To review contractors and suppliers regularly with the aim of ensuring that they are providing a safe and legal service in line with contractual or agreement obligations.
· To review appropriate markets to ensure that APEM Group are using the most appropriate suppliers and to support with small tender or review exercises when appropriate to ensure consolidation of suppliers and economies of scale. 
· To undertake and document annual reviews of suppliers in terms of insurance, RAMS and certification to ensure APEM Group are using appropriate providers and risk is managed.
· Supporting and providing guidance for stakeholders when they are considering purchasing options for Facilities/Property providers including assisting in writing & presenting a business case.


HSEQ and ESG Responsibilities

· Maintain standards within areas of direct responsibility to meet internal and external management system (IMS) requirements including ISO certification.
· Represent the business area in internal and external audit programme.
· To represent the Facilities team on the Environmental Committee 
· To participate fully within the HSEQ team on accident/incident reviews and H&S legislation 
· Work with the wider HSEQS team to realise targets set for ESG and Net-Zero.



Finance

· Understand and adhere to the Delegation of Authority Matrix
· Have an understanding of budgets for Facilities and support the Facilities Manager in the creation and review of these budgets. 
· Support cost efficiencies across all areas of responsibilities and actively seek to implement these without negatively impacting services and safety.


Other

· 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.
· To carry out any additional activities that may be reasonably required or requested.
· Complete mandatory health and safety training modules and any that are specific to your role.
· To carry out any additional activities that may be reasonably required or requested.
· 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 and safety training modules and any that are specific to your role.



Skills/Knowledge/Experience/Qualifications

Essential - 
· Excellent communication skills- verbal, written and professional telephone manner.
· IT literacy and competency in use of Microsoft applications and confidence in IT system use
· Reliable/Flexible / adaptable / punctual / problem solver
· Strong understanding of Health and Safety legislation including Risk Assessments
· Experience of line management
· Experience in managing suppliers/contractors.
· Experience of managing small projects
· Good organisational and planning skills in a fast-paced environment. 
· Ability to work independently with initiative and as part of a team and with clients and stakeholders. 
· Passion and understanding for working in a service organisation. 


Desirable - 

· H&S qualification (IOSH, NEBOSH, First Aid at Work etc)
· Experience of managing Fit-Out or Office Moves
· Experience in developing procedures and undertaking inspections/audits.
· Knowledge of management systems and ISO standards
· Procurement experience/qualifications

Our WOW Factor

We know that everyone works differently and that daily life does not always follow a set schedule. That is why flexibility is built into the way we work. Whether you prefer to work from home, from one of our offices, or a mix of both, our Ways of Working (WOW) are designed to support a healthy work-life balance and create an environment where our people can thrive.

You belong

Everyone brings something unique to APEM. Whether it's your background, experiences, perspectives or ideas, we believe that what each person brings makes us stronger. We're committed to creating an inclusive environment where everyone feels respected, supported and able to be themselves. When our people feel empowered to do their best work, we all succeed together.
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