
	Esgobaeth Wrecsam
	[image: C:\Users\Cathy\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\NTMXTEJ2\Diocese of Wrexham COA Bp Brignall Medium.png]
	Diocese of Wrexham

	
	
	

	Tŷ’r Esgob
Ffordd Sonlli
Wrecsam LL13 7EW
email:   curia@wrexhamdiocese.org.uk
website:www.wrexhamdiocese.org.uk 
	
	Bishop’s House
Sontley Road
Wrexham  LL13 7EW
Tel: 01978 262726
                                 Fax: 01978 354257



PROPERTY AND FACILITIES MANAGER

Job Description and Person Specification

Job Title :  Property and Facilities Manager

Accountable to: The Bishop of Wrexham and Board of Trustees

Job Purpose:   To oversee, and, when necessary, provide reports on, all Church and related
                         Diocesan /parish buildings including Diocesan schools within the Wrexham  
                         Diocese, ensuring that all health and safety checks, maintenance, and day to 
                         day service requirements are met; and to provide effective facilities 
                         management and oversight of the operations, at the St   Winefride’s Well site, 
Holywell. 

Reporting & Liaison; Reports to Diocesan Financial Secretariat /Diocesan Secretary in Curial     
                        Office. Develops links with appropriate bodies such as Cadw, and liaises as 
                        necessary with the Diocesan Director of Education, with appropriate contacts in 
                        Diocesan schools, with parish priests, the Director of St Winefride’s Well 
                        development project, and the Well Custodian. 

Main responsibilities: 

1.Establish, maintain, and administer the day–to-day running of all maintenance /supply
  contracts [costing over £3000, or such other amount as the Trustees may determine] and any  
  centralized purchasing; and regularly check to ensure that the Diocese is getting best value for
  money (VFM), including satisfactory quality of service.

2 In relation to Church and related buildings within the Diocese, provide advice, monitor, and 
   arrange, all necessary health and safety checks, exercising this responsibility in
   line with relevant health & safety legislation and good practice.

3 Conduct regular visits to properties within the Diocese to assess condition, use, local 
   population growth and areas of development, and draw up an ‘asset register’ /database of 
   such information.

 4 Evaluate inspection reports on properties, and analyse specific problems including any 
    identified through visits or in other ways; determine and recommend repairs /other
    necessary works or solutions that should be carried out.  Where appropriate, recommend 
    works required and, when approved-in-principle, draw up specifications and obtain 
    quotations /tenders. Evaluate bids, recommend bid(s) offering best VFM for acceptance,  
    and when approved, appoint contractor. Monitor carrying out of works to specification, 
    including by random inspection of contractor performance, and sign off on satisfactory 
    completion.

 5  Assist in the preparation and review of the annual operating budget, particularly in regard to 
    property maintenance and works, including St Winefride’s Well site developments; review 
    quarterly operating reports, and complete quarterly forecast and variance reports.

6  Participate at pertinent meetings involving building /property matters, including meetings 
   of the St Winefride’s Well Committee when required.  

7  In collaboration with the Diocesan Director of Education, work to support the Diocese’s strategic management policy in the development and repair of school buildings.



Terms and Conditions
The employer is Wrexham Diocesan Trust
Salary: £27,500
Pension – a scheme will be offered when Workplace Pensions legislation becomes effective in the Diocese.
Annual holiday entitlement 4 weeks plus public holidays
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Job Title:	Property and Facilities Manager

Person Specification

	 Criteria 
	Essential Requirement 
	Desirable 
	How Candidates will be assessed 

	Qualifications 

	Graduate 
	√ 
	
	Application form 

	Corporate Member of RICS or equivalent
	√
	
	Application form

	Hold an IOSH or NEBOSH qualification or have relevant Health and Safety experience
	√
	
	Application form 

	[bookmark: _GoBack]Experience 

	A minimum of 3 years’ experience in multi-site property management
	√
	
	Application form/Interview 

	Selecting, managing and monitoring the performance of contractors
	√
	
	Application form/Interview 

	Significant commercial Property experience 
	
	√
	Application form/Interview 

	Be used to being responsible for a Budget
	
	√
	Application form/Interview

	Experience of Sale and Acquisition of land and Property 
	
	√
	Application form/Interview 

	Knowledge 

	Have a good understanding of building fabric/PPM Management (Planned & Preventative Maintenance)
	√
	
	Application form/Interview 

	Understanding of Health and Safety Legislation 
	√
	
	Application form/Interview

	Skills and Competencies 

	High level of confidentiality and integrity 
	√ 
	
	Application form/ Interview 

	Self-motivated with a good sense of responsibility, able to use initiative and have good judgement, with the ability to work independently with minimum supervision 
	√ 
	
	Application form/Interview 

	Good interpersonal and communication skills with the ability to build good relationships with all associates
	√ 
	
	Application form/Interview 

	Be professional, reliable and meticulous in all dealings with outside contractors and service providers
	√
	
	Application form/Interview

	Able to demonstrate a willingness and aptitude to work constructively within a team, sometimes under pressure
	√
	
	Application form/Interview

	Good organisational and excellent planning skills 
	√ 
	
	Application form/Interview 

	Excellent and appropriate IT skills 
	√ 
	
	Application form/Interview 

	Current relevant driving licence or access to available transport 
	√ 
	
	Application form/ Interview 

	Willingness to work flexible hours when required 
	√ 
	
	Application form/Interview 

	Conscientious and loyal to the aims and objectives of the Diocese of Wrexham having regard at all times to its Catholic character and having an understanding of the link between liturgical celebration and church architecture. 
	√
	
	Application form/Interview 
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