	
West Yorkshire Fire & Rescue Service
Job Description.
Post Title:	Building Manager.
Grade:	Grade 7.
Responsible To:	Head Of Estates.
Purpose Of Post:	The Building Manager will be responsible for the effective management and maintenance of all buildings within the West Yorkshire Fire and Rescue Service (WYFRS) Headquarters site at Birkenshaw. This includes overseeing compliance with statutory building regulations, managing caretaking staff, and ensuring the site is safe, clean, and operationally efficient for staff and visitors. The role will also coordinate the use of training and meeting rooms and liaise with internal teams to support the smooth running of the site.
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Main duties and responsibilities of the role.
1. Act as the central point for building-related concerns; evaluate and resolve issues reported by internal teams.
2. Ensure compliance with statutory and organisational requirements, including but not limited to legionella control, fire alarm systems, emergency lighting, and other health and safety obligations along with the maintenance across the site.
3. Manage the planning, setup, and maintenance of meeting and training rooms, ensuring all facilities are fit for purpose and adequately provisioned.
4. Oversee the cleanliness and general upkeep of the site, including the replenishment of consumables and coordination of cleaning services. Ensure the site always remains secure.
5. Lead and manage the caretaking team, providing clear direction, support, and performance management.
6. Oversee routine and preventative maintenance of mechanical, electrical, and plumbing systems. Ensure timely response to repair requests and coordinate with contractors for specialist services.
7. Manage the upkeep of external green spaces, including lawn care, planting, and seasonal maintenance. Ensure the grounds remain clean, attractive, and in line with environmental and safety standards.
8. Manage contracted catering services provided within the facility, ensuring quality, safety, and service standards; liaise with vendors or in-house teams to support events and daily food provision.
9. Liaise effectively with internal teams such as Reception, Corporate Communications, and Estates to ensure seamless building operations and service delivery.
10. Monitor budgets relating to repair costs across the site and associated operational costs.
11. Champion sustainability initiatives to enhance the building’s energy efficiency and environmental impact.
12. Maintain accurate records of inspections, maintenance activities, and service histories.
13. Maintain and update asset registers, tracking equipment, fixtures, and building systems to ensure proper lifecycle management and investment planning.
14. Oversee contractor activities to ensure compliance with health and safety procedures, including verification that risk assessments and method statements (RAMS) are in place and adhered to at all times.
15. To inform in a timely manner the accountable line manager of any problems which may have a negative impact on the services provide by Estates and/or which may have an impact on WYFRS activity targets or performance levels.
16. Arrange access, isolations and permits as required to accommodate repairs, improvements, adaptations and new developments in accordance with WYFRS policies and procedures.
17. Inspect work carried out to ensure high standards are retained.
Organisational wide responsibilities.
Adherence to the NFCC Core Code of Ethics and West Yorkshire Fire Service Values. 
[image: A logo of the NFCC Core Code of Ethics.]
To implement and promote the Authority’s:
Health and Safety policies.
Equality and Diversity policies.
Information Security Management System policies.
Safeguarding policies.
Business continuity policy and contingency arrangements. 
Policies related to General Data Protection Regulation and Data Protection Act 2018.
Commitment to maintaining our Customer Service expectations.
A satisfactory Standard Disclosure and Barring check is required for the role.
This post has been designated a hybrid working post which means the postholder’s working time will be split between the workplace and home. The actual pattern and number of days at each will be agreed locally with the line manager and will be determined based on the service needs. 
Skills and experience requirements for this role
In the supporting statement section of the application form give clear, concise examples of how you meet all of the Essential person specification criteria (i.e. items you must be able to do from day one to be able to do the job), identified as ‘Application’ in order to be shortlisted for this vacancy.  If a large number of applications are received, only those who also meet the Desirable criteria, identified as ‘Application’, will be shortlisted, i.e. criteria you need to do the job, but which could be learnt during training.
Please list or number the competency criteria below against which you are providing evidence/examples in order to structure your supporting statement in a well organised way.
There may be some criteria that are identified through ‘Selection Process’ only. You will only be assessed on these criteria during the selection process and not from your application form, this may involve tests, presentations, interview etc.
	
	Experience.
	Essential/Desirable.
	Where identified.

	1. 
	Proven experience in managing building compliance tasks (e.g. legionella, fire alarms, emergency lighting).
	Essential
	Application & Selection Process.

	
	Experience in leading, supervising, or managing a multi-disciplinary facilities or caretaking team.
	Essential
	Application & Selection Process.

	
	Experience in planning and coordinating room bookings, site logistics, and operational support for meetings or training events in a large organisation.
	Essential
	Application & Selection Process.

	
	Experience utilising a CAFM (Computer-Aided Facilities Management) software system or Microsoft Office Suite (especially Excel for reporting and planning)
	Essential
	Application & Selection Process.

	
	Experience in managing contractors and service providers, including performance monitoring and contract compliance.
	Essential
	Application & Selection Process.

	
	Familiarity with building systems (HVAC, electrical, plumbing)
	Desirable
	Application & Selection Process.

	
	Experience in budget monitoring and procurement
	Essential
	Application & Selection Process.



	
	Education and Training.
	Essential/Desirable.
	Where identified.

	
	Literacy and Numeracy at Level 2 / GCSE Maths and English Grade C or above / equivalent qualifications, or equivalent level of literacy and numeracy gained through work experience.
	Essential
	Application. 

	
	Relevant health and safety qualification (e.g. IOSH, NEBOSH). *
	Essential
	Application & Selection Process.

	
	Relevant Facilities Management qualification IWFM (Institute of Workplace and Facilities Management, Level 3) or NVQ Level 3 or 4 in Building Maintenance or Facilities Services or relevant experience. *
	Essential
	Application & Selection Process.



	
	Special knowledge and skills.
	Essential/Desirable.
	Where identified.

	
	Ability to plan, prioritise and manage multiple sites and tasks efficiently.
	Essential
	Application & Selection Process.

	
	Knowledge of health & safety regulations and compliance
	Essential
	Application & Selection Process.

	
	Knowledge of BEMS software platforms and integrating them with Building Management Systems (BMS)
	Desirable
	Application & Selection Process.

	
	Strong interpersonal and communication skills, with the ability to liaise across departments.
	Essential
	Application & Selection Process.

	
	Demonstrates commitment to taking a leading role in driving forward WYFRS’ commitment to Equality & Diversity, NFCC Core Code of Ethics and WYFRS values.
	Essential.
	Selection Process only.

	
	To hold and maintain a current full UK valid car driving licence, or the ability to travel between Fire Service properties within West Yorkshire.
	Essential.
	Application & Selection Process.



*We would expect if you didn’t have these qualifications that you would be happy to complete the courses within the first 12 months of employment.
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