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JOB PACK – Facilities Manager
CLOSING DATE: Wednesday 11th January 2012 at 5:00 pm
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BACKGROUND AND INTRODUCTION
Firstly, thank you for your expression of interest.  This is an exciting opportunity that we hope you will seize.
Marsh Farm Futures (MFF)

Marsh Farm Futures is an independent enterprise based at Marsh Farm, Luton. MFF is the successor body for the Marsh Farm Community Development Trust (MFCDT).
Marsh Farm Futures Vision is “to improve the well-being and quality of life for those who live and work in Marsh Farm by working with partners to inspire and empower the community through sustainable opportunities.” Marsh Farm Futures aims to achieve this Vision through a number of strategic objectives.  These include developing a programme of support for young people, improving educational standards and fostering the development of a healthy and safe community. 

In addition, Marsh Farm Futures wants to play its part in developing a vibrant local economy. Marsh Farm Futures will achieve this through the development of a number of businesses. These enterprises will be owned and led by Marsh Farm Futures. The income generated from these enterprises will be used to invest in further community activities in a way that meets the Vision of the organisation as set out above. 

Futures House
Futures House is a bespoke low operating cost building, with a gross internal area of 65,000 square feet. As a vibrant, sustainable, and innovatively designed community “hub”, Futures House provides enhanced local public services, including health; police and community care services, as well as providing quality space and support for business enterprise, a commercial play park and other health and leisure activities.
Futures House includes a number of key anchor tenancies which have already been agreed, as follows:

· Luton Borough Council – who occupy office space for Council staff and provide a point of contact for social services, and the provision of community development services including operation of the multi use hall.

· Bedfordshire Police – who operate a Community Policing Unit at Ground Floor level.

· Active Luton – who operate the play park within the facility.
· Luton PCT – who will occupy office space for health care staff and who will deliver a range of services from Futures House.

In addition to the above, space is also provided within Futures House to support the growth of small and medium sized enterprises and community based businesses. There is also the provision of a cafe and catering facility on the site as well as three large retail units.
Luton 
Luton is situated in the county of Bedfordshire in the midst of the North Chiltern Hills, a designated area of outstanding Natural Beauty and is ideally placed between Oxford, Cambridge, London and Birmingham at the centre of the UK’s transport network.  By 2012, the county will have benefited from major ‘face-lift’.  Massive development projects are already underway or in the pipeline, including:

· A £0.3 billion science park at Butterfield

· A £0.4 billion retail and housing development a the former Vauxhall site in Luton

· A £0.2 billion Napier Park development
· £90million Luton and Dunstable Bus way project due to commence in 2013
Luton is the largest town in Bedfordshire and lies just 50km north of London, so the capital is only a 30-minute train journey away. Surrounded by the beautiful north Chiltern Hills, it has excellent transport links to the rest of the UK and Europe. London Luton Airport is just 5km from the Park Square campus and is currently the UK’s seventh largest airport.

Luton is not just one of the UK's largest towns, but also one of its most diverse. In all, over 140 different nationalities make up this vibrant, multicultural society

Maps & Directions
Via M1 Junction 11

· Exit M1 at junction 11, head towards Luton.
· Take the first left into Stoneygate Road (School on corner)
· At the roundabout take the first left onto Oakley Road, got through one set of traffic lights and then at the "T" junction turn right (Sugar Loaf pub on the right hand side)
· Stay on this road and then go through the lights and under the railway bridge.
· At the roundabout you will see McDonalds, BP petrol stations etc.  Go straight over the roundabout onto Bramingham Road (McDonalds will be on your right as you go up the hill)
· Go straight up the hill, over small roundabout and then at the next big roundabout turn left onto Northwell Drive (Church on the corner)
· Stay on this road - at the second roundabout you will see Lea Manor High School on the right and the big white gates for Futures House almost in front of you. 
Via A6 from Bedford

· Follow the A6 towards Luton
· As you enter Luton just after Streatley take the right at the first roundabout into Quantock Rise

· At the mini roundabout (Pub on the right) take a right onto Whitehorse Vale, be careful of mobile speed cameras along this road

· At the roundabout take a left onto Northwell Drive (big field on the left hand side)

· At the next roundabout turn right not onto The Moakes but into the car park (Lea Manor High School is on your left).

Via A6 from Luton town centre

· Follow the A6 towards Bedford until you reach the BP petrol garage on the left by the roundabout

· Take a left at the roundabout onto Grasmere Road (BP garage on your left)

· At the end of the road take a left onto Icknield Way

· At the first roundabout take a right onto Newbold Road

· At the roundabout take a right onto Quantock Rise 

· At the mini roundabout take a left onto Whitehorse Vale (Pub in front of you) be careful of mobile speed cameras along this road

· At the roundabout take a left onto Northwell Drive (big field on the left hand side)

· At the next roundabout turn right not onto The Moakes but into the car park (Lea Manor High School is on your left).

Via Train

The nearest train station is Leagrave, Luton. Taxi rank is next to the station

THE APPLICATION PROCEDURE
Please read the following guidelines carefully before completion of your application.
Completion of the Application Form

Your application form will be the key to deciding whether you will be called to interview, therefore, please take your time and complete it as fully and accurately as possible.  The following notes are designed to be of assistance to you in completing the form.

· Complete all sections of the form, in full.

· Please use black ink or type, as this will assist photocopying.

· Print your name and address in block capitals.
· Inform us on the equal opportunities monitoring form of any special requirements you have for interview or subsequent employment.

Application forms and Curriculum Vitae (CVs)

To apply for a post at MFF, you must complete the application form provided.  CVs are not accepted as a substitute.  If an application is made through a CV alone it will not be put forward for shortlisting.
References

Nominate two referees in the appropriate sections who will be able to comment on your suitability for the post, one of these should include your current or most recent employer.
Job Specification

We strongly recommend that you thoroughly read the job description attached to this pack as it will highlight all the essential and desirable criteria set for this post.  Through the shortlisting stage, the criterion will be used to decide which candidates are suitable for interview.
Ensure that you use the Personal Statement section in the application form to adequately match your skills and experience against the criteria. Demonstrate how you can meet each of the criteria identified on the person specification, relating your skills and experience to those required.  You should do this by describing/explaining the things that you have done or achieved with relevant headings.  These may include experience gained through employment, your personal interests or education.

Remember, the shortlisting panel will be looking at how you best match the essential and desirable criteria so if you do not tell us we will not know.  We are unable to make assumptions about you or your abilities.

Should you have any queries relating to the job or person specification please contact MFF on 01582 512555. 
Acknowledgement of your Application

Due to the high levels of applications MFF receives, we are unable to acknowledge receipt of your application.  However, if you would like your application to be acknowledged, please send a small self-addressed postcard, affix a postage stamp and return it with your completed application form and we will send it back to you on the day we receive your application.
The Closing Date

You must ensure that your application reaches the MFF by 5:00pm on the closing date as late applications are not normally accepted.
Your application will be treated in the strictest confidence.

Interview Selection

Successful candidates selected for interview will be confirmed by letter. Unfortunately, due to the rising costs of recruitment and our wish to direct our funds towards the provision of high quality services, we are unable to write to unsuccessful candidates. 

If you have not heard from us within 4 weeks after the post/s closing, it is unlikely that your application has been successful on this occasion.  Please do not let this deter you from applying for any future vacancies at Marsh Farm Futures.
Unfortunately we are unable to provide candidates with feedback from their application form if they have not been shortlisted.

Selection Procedure

Selection criteria for interviews are based on merit only and may include one or more of the following interview selection processes:

· Application Form
· Panel Interview
· Written Exercise
· Presentation Exercise
If you are expected to embark upon an exercise or presentation as part of the selection process you will be notified of this in your interview letter.

All the information obtained during the selection procedure will be assessed and used in the final decision making process.

Criminal Records Bureau (CRB) Disclosure Check

Please note that some posts may require a CRB disclosure check.  In these cases candidates will be informed at the interview. Receipt of a satisfactory check would be a condition of appointment.
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Job Description



Facilities Manager
Salary:




Circa £30,000 per annum 





Main Purpose:
Responsible for the management of Futures House and its tenants to support the core business of MFF
Responsible to:



Chief Executive 
Key Relationships:
Internal and external providers
Location:
Futures House, The Moakes, Marsh Farm, Luton, LU3 3QB
Key Responsibilities
Main Purpose of Role

· To be responsible for:

1. Managing, planning and maintaining the facilities functions of Futures House including mechanical, electrical, IT, environmental, health and safety, security, leases and licences.
2. Developing robust working partnerships with Public and Private sector tenants.

3. Growth of small/medium sized enterprises 

4. Recharging of costs to tenants for their demised areas.

Summary of main responsibilities

Strategic

· Management of all building functions including; Health and Safety, mechanical/electrical fittings and equipment, e.g. alarms, access, heating system, lifts and fire safety. 

· To be the ‘estates Manager', ensuring statutory compliance and being the primary contact in respect of all estates maintenance and development matters, undertaking risk assessments, organising emergency procedures, liaising with occupants, eliciting their cooperation or informing them of developments. 

· In liaison with the Chief Executive, to undertake space audits and to optimise the utilisation of space in the interests of the organisation and client groups; developing policies relating to room hire, licensing, events, brochures, signage, advertorials and website etc.

· To make recommendations on operational activities in order to increased income and/or reduced costs based on sound financial projections.

· Ensuring the timely collection of rent and service charge costs and establishing systems to manage funds associated with the building according to schedules produced for all demised and shared spaces.
Operational

· Arrange and manage contracts for services, managing all external contractors, buildings maintenance, ensuring that all procurement and legislative requirements are met. 

· To operate the buildings management operations on an open book accounting basis to enable Marsh Farm Futures to assess the actual costs incurred of the facility

· Responsibility for developing a professional and accurate operational manual for the building, its operations and procedures for all tenants and visitors

· Monitoring of any depreciation (wear and tear) within the building and advising Marsh Farm Futures CEO about appropriate means to manage such depreciation.

· Facilitation of meetings of tenants to enable the smooth running and management of the building. 

· Managing the agreed Security Strategy and ensuring there is full compliance by staff and tenants.

· Line management responsibility for other staff employed by Marsh Farm Futures, e.g. for caretaking, cleaning, security and any other duties that may arise from time to time.
· When on duty, to take full responsibility for general supervision and control of organised events, paying particular attention to legislative compliance, including the Health and Safety and welfare of people, the safety of the organisations assets and licensing requirements. 

· To coordinate all aspects of Health & Safety and Fire Safety in the area of responsibility and to act as Duty Manager out of working hours as required

· Responsible for smooth operations of the visitor and tenants car parking areas and external landscaping of estates

Other Information

Hours
35 hours per week Monday to Friday, 9.00 am to 5.00 pm.  Some evening and/or weekend work may be required

Term
Until March 2013 in the first instance
Annual Leave
28 days
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Person Specification 

This acts as the selection criteria and gives an outline of the types of person and the characteristics required to do the job. 

Essential 
(E)
:-
without which candidate would be rejected

Desirable
(D)
:-
useful for choosing between two good candidates 
Please make sure, when completing your application form, you give clear examples using the criteria headings listed below of how you meet the essential and desirable criteria

	Essential/

Desirable
	Criteria
	Method of Assessment

	Skills, Abilities and Knowledge

	E
	Knowledge of legislation in the running of community buildings where large public and private sector partners are involved including health and safety and risk management
	S/IV/A

	E
	Management of a mixed use community building, dealing with tenants and leases/licences
	S/IV/A

	E
	Excellent written communication skills including report writing and drafting tenders/expressions of interest briefs
	S

	E
	Excellent oral communication skills including an ability to negotiate with, and influence others
	IV 

	E
	Understanding of financial management, budgeting and business planning of buildings including signing up tenants, collection of rents and service charges to maximise use of facility
	S/IV/A

	E
	Good intermediate ICT skills including Word, Excel, access and email
	S

	D
	A recognised qualifications in finance and or buildings/facilities management
	IV

	D
	Knowledge of regeneration programmes
	IV

	D
	Understanding of issues around working with local communities.
	IV

	E
	Experience of managing and running efficient community based buildings/facilities or a similar environment, including supervising consultants and contractors
	S

	E
	2-3 Years work experience in a senior role
	S

	E
	Experience of budget management (in excess of £250K) and project monitoring
	S

	D
	BA/Post graduate diploma in a related field or Membership of a recognised body, e.g. BIFM
	S

	D
	Working in a busy environment with tenants and users of a building
	S

	D
	Working with a broad range of people from different backgrounds in a community based setting
	S

	Personal Attributes

	E
	Confident and flexible
	IV

	E
	Able to work in a team
	IV

	Other Requirements

	E
	Commitment to implementing Equal Opportunities and the ability to integrate these into business plans, strategies and service delivery
	IV

	E
	Understanding of confidentiality
	IV


Key: Criteria: Essential-E, Desirable-D. Assessment: Shortlist -S, Interview-IV, Assessment Exercise - A
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