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Post Title: Head of Estates

Responsible to: Vice Principal, Corporate Services
Main Purpose

· To deliver the College Estates Strategy, develop and maintain a highly effective Estates service and Health and Safety strategy with robust operational statutory compliance processes, procedures and systems.

· To be responsible for the timely and current advice, guidance and support for all health, safety and estates matters for which the College is responsible.

· To support the Capital Projects across the Estate

· To lead on the Sustainability and Carbon Zero Agenda across the College.

· To initiate, develop, monitor and review procedures/guidance to ensure the Health, Safety and Estates Management Policies are being complied with.

Duties

1. To contribute to the development of the College Estates Strategy and ensure effective operational delivery.

2. To be responsible for ensuring the programme of compliance and planned maintenance across the College.

3. To lead on the Sustainability and Net Carbon Zero agenda across the College delivering the required actions to meet Net Carbon Zero Targets as set as part of the FE Climate Roadmap.

4. To lead and manage the staff of the Estates Department ensuring an efficient and effective team with a customer focus culture and ethos.

5. To be responsible for site security and emergency evacuations

6. To support the management of Capital Projects across all sites ensuring statutory compliance in place and all works are procured in line with public sector regulations.  Manage the day to day works of contractors.

7. Work alongside the College’s professional team on the delivery of capital projects, acting as a key member of the College team.

8. To advise the Vice Principal, Corporate Services on all matters relating to Premises and Health, Safety and Estates management across the College.

9. To monitor and review all policies and procedures within the College for Health, Safety and Estates and Premises Management, covering all activities of staff and students and all current legislative requirements.

10. To work with and manage large budgets relating to Estates management and planned maintenance.


11. To lead on the planning, scheduling, costing, tendering and project management of estate improvement projects, including repair and planned maintenance programmes.

12. To oversee the management of contractors across all Estates requirements including planned maintenance, projects and capital projects.

13. To provide reports and information to the Executive Team and Governing Board on all Estates and Health & Safety matters.  This will include KPIs, monitoring reports and progress updates on all building programmes.

14. To provide an annual self-assessment report, action plan, key performance indicators and performance targets and participate in the SAR validation process.

15. To oversee the College’s planned maintenance and equipment replacement programme and lead on the College’s CAFM system.

16. To ensure appropriate arrangements are in place within all departments of the College for health and safety including:

· appropriate first aid arrangements;

· appropriate fire precautions;

· general risk assessment in compliance with the Management of Health and Safety at Work Regulations 1999;

· assessments required by the Control of Substances Hazardous to Health Regulations 2002;

· assessment required by the Health and Safety (Display Screen Equipment) Regulation 1992;

· assessment required by the Manual Handling Operations Regulations 1992;

· assessment required by the Personal Protective Equipment at Work Regulation 1992;

· any other assessments which may be required now or as a result of future legislation.

17. To act as the competent person under the Management of Health & Safety at Work Regulations 1999 and to ensure the effective control and elimination of all risks and hazards.

18. To manage the implementation of environment management system.

19. To respond to developments in the Department at national, regional and local levels.

20. To ensure that emergency procedures are in place and effective including those related to fire and lockdown.

21. Alongside the Head of HR, to ensure appropriate training for all employees of the College on Health and Safety matters.  

22. To ensure that all accidents and dangerous occurrences are recorded and reported to the enforcing authority, where appropriate, in accordance with Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995.

23. To ensure that safe systems of work are adhered to in all aspects of College activity.

24. To undertake appropriate Performance Review and Development and to keep abreast of developments in the principal area of work.

25. To give and receive feedback on performance to self and others including through the staff review process and to promote and undertake opportunities for continuous professional development.

Required Qualifications

· Qualification in a relevant discipline ie built environment, Mechanical/Electrical

· Good working knowledge of Microsoft Office including Word and Excel

· Working knowledge of relevant current legislation and statutory requirements across Estates, Facilities Management and Health & Safety

Required Knowledge and Experience

· Relevant experience in an Estates/ premises management role incorporating health and safety

· Experience of strategic planning and monitoring of KPIs across Estates and Health & Safety

· Experience in the management and leadership of a diverse staff team

· Significant experience in the management of budgets and capital projects.

· Strong knowledge in required statutory and legislative areas including facilities and premises management as well as Health & Safety

· To be able to liaise effectively with enforcing authorities.
You may be required to undertake such other duties, commensurate with your grade and hours of work, as may reasonably be required and to from any building, location or premises of Wigan & Leigh College, and any other establishment where Wigan & Leigh College conducts its business.

This is a description of the job as it is at present and is current at the date of issue.  The job description will be renewed and updated as necessary to ensure that appropriate revisions are incorporated and that it relates to the job to be performed. 

This College is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

