


[image: ]

BPP Job Description


Job Title		Facilities and Services Team Leader

Department		Facilities & Customer Services

Location		Other
			
Additional details	Centre based position, working Monday to Friday, and must be flexible to work outside of normal hours as required

Contract type		Full time and permanent	

Hours of work		BPP core hours for this role are 37.5 hours per week Monday to Friday 

Reporting lines	Direct reports to: Facilities and Services Manager
Direct reports: Centre Facilities and Service Officers 
Key Collaborations: Health, Safety and Environmental Manager, Faculty Leads and Heads of Law. Departmental Managers, Computer Based Exams Teams


Job Purpose
To provide excellent Facilities Management and Services support to London and UK sites, within a framework of controlled financial management, and adherence to company policies.

Reporting to the Facilities and Services Manager, you will lead, manage, motivate, coach and develop your on site direct reports to meet team and individual objectives. 

To ensure, at all centres/sites our students’ in-centre service experience is consistently excellent and over time proactively reflects the changing profiles of our students and services. 

The main categories in which your responsibilities lie include customer support/services, building and services management, health & safety/business continuity management and disaster recovery, environmental, staff, financial and stakeholder management.


Key Responsibilities 
· Responsible for operational management of your allocated site, ensuring Facilities Management & Customer Service standards are delivered to a consistent and exceptional standard. 
· Management of reception desk and area
· Ensure all classrooms are operational at all times
· All rooms are checked on a daily basis to ensure all equipment works, nothing is missing,  classes are clean are in correct configuration, and there are no broken or damaged tables/chairs
· Ensure the health, safety and security of all staff, students and visitors to a centre/site
· Lead, manage, coach and develop direct reports to meet team and individual objectives.
· Recruit, train and manage direct reports.  Carry out staff performance reviews and 1:1 meetings. 
· Management and motivation of personnel including conducting regular 121s and appraisals, performance management, monitoring sickness absence and team administration such as holiday requests and cover
· Monitor and manage customer service feedback as directed by the Marketing Team.
· Work with Marketing to ensure that the Customer experience is being exceeded, disseminate best practice. Hold regular forums for business areas.
· Manage landlords and managing agents to ensure compliance on all lease obligations including service charge items are delivered. 
· Drive the BPP culture, being a strong advocate of the BPP principles and values
· Be flexible and willing to work out of normal hours to deal with any ad hoc issues that arise and deal with them appropriately.
· Process overtime, manage sickness and absence and holiday records
· Ensuring the provision of a first line response to classroom IT queries and troubleshooting issues as well as 
· Logging issues with the IT service desk and installing basic IT kit 
· Manage the Facilities Maintenance portal (log new reactive tasks, review jobs raised, monitor job progress)
· Day to day management of 
· Customer Feedback Coordinator and Coordination on all service standards in centre in line with requirements
· Business Continuity plans for the centre/site
· AV – Classroom and AV coordination for the classrooms, including TV and PPL licences are in place
· On site Computer Based Assessments (CBA’s) including invigilation
· Cleaning and catering
· Reporting of any plumbing, electrical and general building task
· Onsite safeguarding issues and reporting to the relevant internal team
· All staff, students, visitors whilst on site wear a lanyard

Health, Safety and Environmental  
· Ensure BPP complies with all relevant health and safety legislation and best practice  
· Ensure all documentation is maintained and training provided to meet legislative requirements, and ensure allocated sites are up to date as legislation changes. 
· Ensure all incidents/accidents are registered with the Head of Health, Safety and Environmental
· Ensure the site has a Health and Safety contact, First Aider and Fire/Chief Fire Marshall
· Leads and ensures compliance with Environmental and Sustainability polices.
· Ensure companies Environmental standards set down by the Head of Health, Safety and Environmental are achieved on site.
· Oversee annual external H&S audits, covering general H&S and Fire Risk 
· Carry out annual fire evacuation plans and ensure site fire Strategy and risk assessment is accurate and up to date
· Management of personal emergency evacuation procedures (PEEP)
· Management of door codes changes 

Business Continuity
· Ensure the site Business Continuity Plans are up to date and accurately address the risks to the business
· The centre/site BCPs are reviewed and updated on a quarterly basis

General Responsibilities and Accountabilities for Team Leaders
· To be an ambassador for BPP both internally and externally communicating and promoting the vision and direction of the company with passion
· To demonstrate key desired behaviours appropriate to role as agreed with line manager/team leader
· To maintain high standards of work and professionalism at all times and ensure the same from your reporting lines, particularly with regards to accuracy and presentation in both written and verbal communication
· To work in partnership with other team members
· To support the line manager / team leader in business planning and budgeting activities 
· To make suggestions to improve the working situation within own area of work and BPP as a whole
· To follow data protection guidelines and ensure customer confidentiality is maintained at all times
· Other duties as required and agreed

Skills, experience & qualifications required - Essential
· You must have staff management experience and be a self-motivated individual with a proven track record of delivering on time, in budget and using your own initiative. You must have the ability to plan ahead. 
· Experience in identifying, meeting and exceeding customer expectations is essential. .
· You will have the ability to challenge and inspire people to engage in change processes.
· You will be a good team worker
· You will have proven experience of good communication which must be clear, inspirational and confident.
· Minimum 1-2 years Property, Facilities management and Services experience 
· Results oriented with strong communication skills, both verbal and written;

Skills, experience & qualifications required - Desirable
· You must be proactive, highly motivated and adaptable to change.
· You will have experience of providing management information as well as the ability to challenge and inspire people to engage in change processes 
· The successful candidate is an excellent team worker with outstanding communication skills and the ability to demonstrate effective leadership.
· Knowledge in Health & Safety with a qualification is preferred.
· Please note that working hours will cover the opening hours of the centre as part of a rota, to include weekends, bank holidays, and evenings.
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