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Facilities Estates - Contractor & H&S Co-ordinator

	Job grade
	Organisational Level 3
	Reports to
	Head of Facilities & Estate 

	Directorate
	Business Services 

	Function
	Contractor & H&S Co-ordinator Estates

	Contract 
	Permanent 

	Location
	Regent’s Park / Whipsnade  



Responsibility for resources

	Direct line reports
	N/A
	Responsibility for other resources
	N/A

	Financial resources
	N/A
	
	



Our vision and mission 
The Zoological Society of London (ZSL) is an international conservation charity, driven by science, working to restore wildlife in the UK and around the world. Our vision is a world where wildlife thrives and every role, every person in every corner of ZSL has one thing in common – we are all conservationists, and passionate about restoring wildlife.

Purpose of the role 
The purpose of this role is to support the Estates and FM management in the delivery of Hard Facilities Management Services across the Regents Park / Whipsnade Zoo sites, In particular to co-ordinate and supervise contractor management for the Estates teams, alongside health and safety, security and environmental compliance. To maintain and administer a system of compliance checks for contractors, internal H&S documentation, policy adherence and equipment at both UK sites.   

The post holder will work closely and  report to  the Senior FM managers, and work closely with the Facilities Management team  there will also be continual liaison with the H&S team to deliver the responsibilities and activities as noted within the Main Duties and Key Responsibilities section of this document, focussing predominately on the areas of Hard Facilities Management, Asset Management, Workplace Management, and their systems of operation. 



Key responsibilities

· Provide a fully effective administration/co-ordination service to the team to ensure the team is appropriately supported to meet its departmental objectives or project goals.
· Responsible person for Contractor database,
· Preparation of contractor inductions 
· Review of estates team training records in conjunction with senior FM manager 
· Responsible for updating and maintaining of other contractor, H&S databases and administration systems, ensuring accuracy of inputting and reports.
· Support the operations team aiding and support to direct reports to ensure compliance in Contractor management and relevant H&S policies 
· Provide occasional operational site support to the management team where required.
· Support with procurement of materials and equipment for Estates team
· Support the preparation of key documents for audits inspections and monthly reports.
· To comply with and promote Health and Safety policies and procedures and to undertake recommended Health and Safety training as and when necessary.
· Support team with Archive storage 

The duties and responsibilities described are not a comprehensive list and additional tasks. 
may be assigned from time to time that are in line with the level of the role.

Values and behaviours for people management 

· Collaborative: the role will work in an engaging environment where people feel comfortable asking for help or support and help develop the continuity of this environment 
· Ethical: creates a culture which ensures everyone is treated fairly with dignity and respect
· Impactful: delivers results on time and to the agreed standards
· Inclusive: The role needs to develop key relationships within the dept and with other stakeholders that show process and support decisions that promote transparency and inclusion
· Innovative: The role needs to be forward thinking and able to see the broader picture when planning and organising work
· Inspiring: The person should have self-awareness and seeks feedback to better understand own style, approach, and impact on team/staff motivation
Person Specification

	Experience


	Essential
	· Previous experience in working and supporting large teams.
· Experience in the development and implementation of departmental processes and systems including CAFM.
· Proven experience in undertaking document and report preparation 
· Some experience of working in an estate or FM environment 
· Able to work efficiently and autonomously under pressure, Excellent communication/customer service skills, High levels of confidentiality, discretion, diplomacy, and accuracy.
· A flexible, positive approach to work Professional, helpful and courteous at all times, Ability to work as part of a team.

	Desirable 
	 
· Experience of working in a zoo environment 
· Meeting co-ordinational skills 
· Analytical skills 
· Some technical understanding of an estate’s environment 


	Knowledge and skills


	Essential
	
· Advanced skills in using MS office packages, specifically Excel and PowerPoint or equivalent software packages will be acceptable.
· Familiarity with managing competing priorities effectively.
· Demonstrable working knowledge of an CAFM system 
· IOSH or Preferably NEBOSH related qualification

	Desirable
	· Able to demonstrate high accuracy and attention to detail with reference to written communications, whether in the form of documentation or call logging.
· Spreadsheet development 


	Additional requirements


	Essential
	
· This post is predominately situated in an office environment or on site, however occasional home working would be likely/optional when undertaking some more intense administrative or report preparation. Some travel between the two Zoo sites will be required. (1 day per week typically required) 
· Strong commitment to creating a culture that lives ZSL values and commitment to safeguarding, equality and diversity (collaborative, inspiring, inclusive, innovative, impactful, and ethical)
· To comply with and promote Health and Safety policies and procedures.
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