
 JOB DESCRIPTION 

 JOB TITLE:  Property and Facilities Manager 

 REPORTING TO:  Director of Production 

 LINE MANAGER OF:  N/A 

 JOB LOCATION:  Plymouth 

 MISSION (MAIN PURPOSE OF JOB): 
 To  manage  and  be  responsible  for  the  maintenance,  facilities  and  security  of  our  Plymouth 
 property to ensure a safe and compliant work environment for our Plymouth-based team. 

 DETAILED DUTIES: 
 1.  To  manage  the  security  of  the  site  including  CCTV  and  our  staff  access  systems.  To 

 make  security  passes  for  our  workers  and  distribute  them  as  required.  To  ensure 
 intruder  alarm  sensors  are  in  working  order  and  to  issue  alarm  codes  to  workers  who 
 need access to the building out-of-hours. 

 2.  To  maintain  our  Plymouth  site,  with  a  large  focus  on  air-conditioning/heating  and 
 electrics. 

 Air  conditioning/heating  -  daily  check  to  ensure  everything  is  working  and  is  at  the 
 right temperature. 

 Electrics  -  lighting,  power  supply  -  ensure  everything  is  working  and  provide  monthly 
 meter readings, undertaking emergency lighting checks every month. 

 Water  -  to  undertake  monthly  Legionella  checks  and  liaise  with  plumbers  regarding 
 blocked toilets/drains. 

 Doors/desks/cupboards  -  to  fix  these  as  and  when  required,  using  hand  and  power 
 tools. 

 Kitchen equipment - managing the maintenance of our on-site catering equipment. 

 3.  To  source  materials  and  to  source  contractors  to  carry  out  the  most  cost  effective  work 
 to the standard required, managing quotes, seeking approvals and agreeing contracts. 

 4.  To project manage any building/maintenance work. 

 5.  To PAT test all electrical equipment on each site every two years (Camera Store yearly). 



 6.  To  provide  driver  advice  and  familiarisation  to  workers  who  are  required  to  drive  a  pool 
 car/van. 

 7.  To  source  new  company  vehicles  and  pool  vehicle  leases  and  oversee  any 
 maintenance/issues/insurance/cleaning. 

 8.  To source the best value power supply. 

 9.  To  be  the  company’s  Health  and  Safety  Officer  (office  site  rather  than  TV  production 
 H&S).  Managing  Fire  Wardens  and  fire  safety  procedures,  signage  and  hand  sanitisers. 
 To  regularly  check  all  fire  call  points  and  extinguishers  are  in  working  order,  as  well  as 
 overseeing  the  fire  alarm  system  and  the  maintenance  of  it.  To  ensure  compliance  to 
 any government and company policy requirements, e.g. for Covid-19 requirements. 

 10.  To deal with all contractors, to include the supplier of office cleaning services, fairly and 
 firmly and to monitor and approve invoices. 

 11.  To manage all property related emails. 

 12.  To manage and coordinate responses to any property related issues or emergencies on 
 a timely basis. 

 13.  To coordinate and where possible, undertake the movement of equipment and 
 furniture. 

 14.  To be responsible for the maintenance of and access to the warehouse. 

 Please  note  that  the  above  list  is  not  exhaustive  and  you  may  be  required  to  undertake 
 additional duties of a similar responsibility level as and when required. 

 OUTCOMES (KEY OBJECTIVES/TARGETS AS PART OF THIS ROLE): 
 To  liaise  regularly  with  senior  management  to  ensure  that  the  most  important  and 
 appropriate work is completed safely and in the most cost effective way. 

 To make sure that the workplace is a safe and pleasant environment for all. 

 To ensure that maintenance is carried out expeditiously and to a good standard. 

 To ensure the building/property is fully compliant. 

 SPECIAL FACTORS: 
 Out of hours working may be required on occasion, as well as responding to call-outs. 

 Requirement to achieve an applicable H&S qualification/certificate if not already qualified. 

 To qualify as a PAT tester. 



 COMPETENCIES (PERSON SPECIFICATION) 

 CRITERIA  ESSENTIAL  DESIRABLE 

 Education & Experience  Experience of 
 building/property 
 management. 

 Experience of dealing with 
 contractors. 

 Good all round experience 
 in some form of practical 
 building work. 

 Relevant H&S qualification. 

 PAT testing qualification. 

 Knowledge  A good knowledge of Health 
 & Safety rules and 
 regulations. 

 A good understanding of 
 buildings and electrics. 

 A solid understanding of 
 building compliance 
 requirements. 

 Understanding of building 
 security. 

 Specific Skills  Some experience of tools to 
 include power tools. 

 Excellent communication 
 skills. 

 Excellent organisation skills. 

 Personal Attributes  Ability to form excellent 
 working relationships with 
 staff of all levels and 
 external contacts/suppliers. 

 Ability and willingness to 
 work independently. 



 Ability to self-manage and 
 prioritise work 
 requirements. 

 Ability to problem solve. 

 Other Requirements  Willingness and ability to 
 work flexibly, providing out 
 of hours support as 
 required. 

 Full, clean driving licence. 

 Over time this job description/person specification  may be subject to change as the duties 
 and role evolve. 


