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JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Job Title Campus Facilities Manager 

Hours FTE: 1.0 (with a requirement for regular work at weekends and evenings) 

Reports to Director of Operations 

Job Purpose The Campus Facilities Manager is responsible for the overall maintenance, repair and 
care of the campus.   S/he reports to and is line managed by the Director of 
Operations.  S/he will work closely with the Accommodation and Conference 
Manager and together they will have day to day oversight and leadership of support 
staff – catering staff, domestic staff and facilities officers.  Both managers are part of 
the administrative and support team, with whom they need to work collaboratively, 
fostering good working relationships and team spirit.  Since the Foundation is 
relatively small but very busy it is essential that the manager, along with other team 
members, is committed to working as part of a team, willing and able to cover other 
people’s roles when required, and regularly to work at weekends and evenings.  

 
The Queen's Foundation is a theological college in Edgbaston, Birmingham providing theological 
education and training to a wide range of students.  The attractive campus on Somerset Road is very 
busy, with teaching taking place typically 7 days a week and several evenings, with a full academic year 
from September to July.  The campus provides residential accommodation, teaching and dining 
facilities, and office accommodation for staff.  The buildings date from the end of the 19th century to 
the end of the 20th century and present all the familiar challenges of older buildings for maintenance 
and improvement.  Over the last 10 years considerable progress has been made in upgrading the 
quality of the accommodation and its suitability for students and staff but much remains to be done, 
working within very limited budgets and resources. 
 
We therefore seek a motivated and skilled person to manage all the ‘hard facilities’ of the campus, 
who will be pro-active in identifying and making good repairs and improvements on the campus, being 
ready and able to undertake this work personally as well as leading a small team of facilities officers to 
do this or contracting specialists and external contractors.  You will take a lead in developing the 
programme of works for the planned maintenance, repair and development programme.  You will 
manage the housekeeping team, supervising their work, ensuring that they carry out their duties in an 
effective and efficient way.  You will be the named Health and Safety Officer, delivering training to 
ensure compliance with statutory duties and the operation of the Queen’s Foundation policy.  You will 
be available to attend out of hours emergencies, which might necessitate a return to work at short 
notice.  
 
Key Responsibilities 

• Be pro-active in identifying and making good repairs and improvements on the campus, ready 
and able to undertake such work personally and with the facilities officers.  Where work 
cannot be done in house, devising suitable alterations/repairs, specifying those solutions in 
writing and drawings and obtaining tenders/quotations from external contractors. 

• Developing the programme of works for the planned maintenance, repair and development 
programme, preparing annual plans for agreement with the Principal, Director of Operations 
and Director of Finance.  In the implementation of this: 

o To produce regular reports and updates, monitoring progress and quality of works 
against agreed budget; 

o engaging with external contractors, obtaining formal quotations or tenders, facilitating 
access and being on hand to deal with issues as/when they arise; 



 

o checking invoices before arranging payment; 
o maintaining records of repairs and correspondence for strict auditing processes 

• Leading and managing the Facilities Officer and the housekeeping team, supervising their 
work, ensuring that they carry out their duties in an effective and efficient way.   

• Working closely with the Accommodation and Conference Manager to ensure that all 
residential accommodation for students, guests and staff are presented to the highest 
standards. 

• Taking a lead role with the Accommodation and Conference Manager to implement the 
Accommodation UK code of practice and ensure compliance with this and any other relevant 
statutory duties. 

• Working closely with the Accommodation and Conference Manager to ensure that all other 
spaces and facilities (including the chapel, dining room, kitchens, teaching rooms, offices, 
common rooms and library) are well maintained and fit for purpose. 

• Monitoring all contracted out services to ensure work is done properly and according to the 
schedule.  

• Being the named Health and Safety Officer, delivering training to ensure compliance with 
statutory duties and the operation of the Queen’s Foundation policy. 

• Being available to attend out of hours emergencies, which might necessitate a return to work 
at short notice.  

• Helping to create and support a culture of hospitality and generous welcome, sharing fully 
with others in being ready and willing to cover at Reception and to share as required by the 
Director of Operations in other administrative tasks in the Queen’s Foundation, covering other 
roles as needed and supporting others when necessary. 

• Embedding practices of quality enhancement by the regular use of feedback from visitors, 
guests, students and staff to improve facilities; to plan and arrange staff development or 
training events in liaison with the Director of Operations and the Accommodation and 
Conference Manager. 

 
You are required to undertake such other duties appropriate to the grade and content of the work as 
may be reasonably required of you.  Therefore, the list of duties in this job profile should not be 
regarded as exclusive or exhaustive. 
 
Person Specification 
 

1. Organisational Understanding 

• Identify areas of improvement and opportunity within the hospitality and services 
environment that contribute to the experience of students, staff and visitors. 

• Gain an understanding of how the Hospitality and Services department works to support the 
wider college and the world of Theological Education. 

• Identify and act upon collaboratively opportunities to improve any aspect of operations. 
 

2. Strategic Thinking 

• Working in collaboration with the Accommodation and Conference Manager on developing 
and implementing the standards of operation for all aspects of the hospitality department 
including housekeeping and reception /front of house. 

• Understand key factors impacting on work area and that the broader team. 

• Gathers and analyses information identifying patterns, gaps and conflicts in data. 
 

3. Strategic Communications 

• To be a part of regular team meetings ensuring key information is given to hospitality 
departments to ensure high quality in service delivery. Engaging regularly with those in direct 
team both formally and informally.  



 

• Effectively communicates with other teams in the foundation to resolve issues and identify 
areas of improvement providing and receiving structured feedback in clear, open and 
constructive manner. 

• Working in collaboration with the HSM gather feedback from students, faculty and visitor  
aiming for continuous operational improvement. 

• Demonstrates understanding of own impact and modifies behaviour accordingly. 
 

4. Performance and Resource Management 

• Managing and being accountable for the housekeeping staff, budget and equipment. 

• Monitor the work of housekeeping teams to ensure that time and resources are used 
effectively to improve standards and service where possible. 

• Actively manage projects and budgets to achieve defined quality standards and targets. 

• Line manage the housekeeping team and take responsibility for their personal development. 
 

5. Leading Change 

• Show flexibility and adaptability when dealing with changes in all aspects of work. 

• Constructively challenges established views and develop solutions taking wider views into 
account. 

• Within scope of role make decisions and provide and support to others to assist in making 
accurate decisions. 

 
6. Leading People and Working Collaboratively 

• Has the credibility to gain and retain the confidence of colleagues in their work area. 

• Works cooperatively and collaboratively and actively consults with others across the 
foundation. 

• Remains approachable for support and challenge form and to colleagues.  Challenges 
inappropriate behaviour quickly and according to procedure. 

• Assists in providing cover where reasonable and in collaboration with colleagues.  
 

7. Knowledge 

• Has knowledge to plan and schedule complex work needs with limited resources. 

• Knowledge of best practice in all areas of this work or willing to seek training.  Uses this 
knowledge to improve service, keep to budget, work safely and secure e.g. best value from 
contractors. 

• Knowledge of minor repairs non specialist and works to keep campus functioning and ensure 
rooms ready for use. 

• Working with the Accommodation and Conference Manager to build up knowledge on the 
Universities UK -Accommodation Code of Practice. 

• Knowledge of health and safety legislation and guidance. 

• Will take responsibility for own professional development with the support of line manager. 
 

8. Skills and Experience 

• Practical experience and / qualification in a hospitality/ campus and accommodation 
environment. 

• Supervisory skills 

• Knowledge of Microsoft office and ability to build and develop ICT scheduling systems and 
reports using excel and/ or databases. 

• Skills or experience in managing a budget. 
 

9. Communication 

• Adapt communication style and method to suite environment and audience. 



 

• Being hospitable and helpful by initiating communication and keeping others informed as 
necessary. 

• Able to coach or train colleagues or team in procedures or e.g. health and safety best practice. 

• Manages higher profile external contacts in own area. 

• As line manager sets  a tone in communication for the work group. 

• Manages team record keeping so that systems are transparent, up to date.  Plans and enables 
cover for own area of work during both planned and unexpected absences. 
 

10. Dealing with problems 

• Takes problems away from student, faculty and visitor by taking ownership for them and takes 
responsibility for solving them. 

• Working with Accommodation and Conference Manager to respond to problems in a creative 
and flexible way focusing on improving service delivery and standards. 

• Works within clear general procedures but deals collaboratively with more complex problems 
that call for choice based on an element of judgement- seeking advice or approval for decision 
as necessary. 
 

11. Organisational Skills 

• Decides on short term priorities for own and team’s work.   

• Takes the lead on developing with Director of Operations and Accommodation and 
Conference Manager a 5 year building and maintenance plan and manages short, medium and 
long term operations to achieve these priorities.  Amends plan and report on implications as 
operational changes require.  Budget the plan and report to leadership team on progress 
against targets. 

 
12. Responsibilities 

• High standards of quality in accommodation and campus provision. 

• Supervising, line managing and developing the work of others in team 

• Understands and contributes toward the staff, students and visitor experience. 

Criteria Essential/Desirable Application Form (AF) 
Supporting Statements (SS) 
Interview (In) 

Qualifications, Experience and Background 

Extensive experience in facilities management or similar 
role 

Essential AF/SS/In 

NEBOSH Health and Safety Certificate or equivalent Essential AF/SS 

NEBOSH Health and Safety Diploma or equivalent Desirable AF/SS 

A recognised facilities or building qualification, for 
example a HNC or HND in General Building services 

Desirable AF/SS 

Experience of managing building related projects Desirable AF/SS/In 

Knowledge and Skills 

Knowledge/experience of placing and managing orders Essential SS/In 

Knowledge of operational and technical aspects of 
property services across a range of disciplines 

Essential SS/In 

Skills in the supervision or management of teams 
including the ability to build trust and confidence  

Essential AF/SS/In 

Good levels of IT skills including Microsoft Word and 
Excel. 

Essential SS/In 

Ability to draft specifications, tenders, contracts and to 
monitor the delivery of contracted services 

Essential SS/In 

Excellent customer service skills Essential SS/In 

Ability to work both independently and as part of a team Essential SS/In 



 

 
CONDITIONS OF SERVICE 
The appointment is subject to the Conditions of Service for Support Staff. 
 
SALARY  
The salary range for this post is band 5, currently £21,500 to £25,000 per annum. 
 
HOURS OF WORK 
The hours of work will be based on 37.5 hours per week annualised over 52 weeks per annum. A 
regular pattern of work may look like four weekdays (including a longer day on Friday until around 
7.00 pm), with a half day on Saturday or Sunday.  Actual hours of work to be decided by the line 
manager in conjunction with out of hours covered by other members of the team.  
 
ANNUAL LEAVE 
The post carries 25 annual leave days per annum, plus eight public bank holidays.  
 
PENSION SCHEME 
The College operates a stakeholder retirement fund operated by Friends Provident Pensions Limited.   
 
PROBATIONARY PERIOD 
All newly appointed staff serve a 4 month probationary period. 
 
LOCATION 
The successful applicant will be based at The Queen’s Foundation, Somerset Road, Edgbaston. 
 
EQUAL OPPORTUNITIES 
Queen’s is committed to the fair treatment of its staff, potential staff or users of its services, 
regardless of race, gender, religion, sexual orientation, responsibilities for dependants, age, or 
background. 
 

in a professional manner  

Ability to plan ahead, manage tasks, and meet competing 
deadlines. 

Essential SS/In 

Ability to present information clearly and concisely 
 

Essential AF/SS/In 

Personal Attributes 

Is a team player adept at working in a busy environment 
where multi-tasking is the norm, and where flexibility, 
adaptability and creativity are required 

Essential SS/In 

Ability to communicate effectively and appropriately with 
a variety of people 

Essential In 

A can do attitude with a high level of personal motivation 
and pride in their work. 

Essential In 

Reliable, punctual, trustworthy Essential In 

Able to work evenings and weekends Essential SS/In 

Flexible and shows initiative Essential In  

An excellent planner with strong organisational skills and 
good attention to detail 

Essential SS/In 

Professional attitude  Essential SS/In 

Desire to deliver and achieve excellent standards of work 
and service. 

Essential SS/In 

Is in sympathy with the Christian ethos of the Foundation 
and is committed to working within a diverse ecumenical, 
multi-cultural and multi-national community of staff and 
students in relationships of respect and trust. 

Essential In 



 

Applicants/employees are required to declare any pending criminal prosecutions they may have as 
well as any spent criminal convictions, cautions, reprimands and final warnings as defined under the 
Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  The only exception to this requirement 
is that applicants/employees do not need to disclose any ‘protected’ cautions, or convictions as 
defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (Amendment) (England 
and Wales) Order 2013.  Having a criminal record will not necessarily bar you from working with us.  
This will depend on the nature of the position and the circumstances and background of any offences. 
 
DISCLOSURE & BARRING CHECK 
A standard Disclosure & Barring Service check will be sought for the successful applicant.   
 
SAFEGUARDING  
Queen’s is committed to safeguarding and promoting the welfare of children, young people and 
vulnerable adults, and expects all staff and volunteers to share this commitment.  All newly appointed 
staff will be required to undertake safeguarding training following their appointment.  
 
SMOKING POLICY 
For health and safety reasons, Queen’s has designated smoking areas on the boundary of the campus 
and smoking is not permitted in any area other than these. 
 
APPLICANTS WITH DISABILITIES 
Candidates with a disability should indicate on the application form before interview if they require 
any adjustments to be made for the interview and/or selection tests.   
 
 
 
 
  
 
 
 


