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JOB DESCRIPTION & PERSON SPECIFICATION 
 
	1. 	JOB INFORMATION 
 
Post Title: 	Mechanical Services Manager 
CUE Band: 	3 
Job Family: 	Manager Salary Range: 	£41,082 - £50,985 per annum
Mode:		Full Time, Permanent  
 
	2. 	JOB DESCRIPTION 
 
2.1 Purpose 
 
To understand reactive technical issues of a mechanical nature and allocate suitable staff or contractors to resolve.  
 
Meet and greet contractors, explain the problems so that the contractor can evaluate a repair solution and carry out the work in a safe and timely manner, ensuring value for money and managing health and safety requirements.  
 
You will be responsible for the management and supervision of the mechanical services team and contractors to  ensure statutory, planned and reactive maintenance is provided to the main and remote campuses to agreed SLA’s. This will include setting up / renewing contractor provision and managing the workload of the mechanical services team using the Planon CAFM system. (Planon training will be provided to the successful candidate. 
  
Ensure that the University and the remote campus buildings, such as Scarborough, Milton Keynes, Central London and Dagenham, are legally compliant from a mechanical services aspect.  
  
To champion positive and effective customer feedback and build effective customer relationships, managing  expectation and delivering effective, responsive and planned services through in-house staff and contractors.  
  
To manage, control and monitor staff effectively, ensure high performance within the team. Identifying workload targets, development needs and performance plans as necessary. To conduct and review audits on the quality of workmanship, H&S and customer service and take appropriate actions with staff. To report effectively on team performance and proactively predict workload levels and plan for peak periods. To ensure continuity of service 24/7 and have contingency plans in place.  
 
To drive cultural change, encouraging right first-time repairs, lean practices, increasing multi-skilled work and  ensuring effective team communication. To proactively highlight and inspire excellent work and practices,  encouraging this throughout the team.  
 
2.2 Main duties and responsibilities 
 
1. Develop and lead a team to be a market-leading reactive and planned maintenance service, valued by our customers at all times. 
 
2. Ensure constant and strong communication links are maintained with customers on all their requests for planned and reactive maintenance. 
 
3. Lead on all aspects of reactive maintenance and support customers when issues are stopping normal operations in and around buildings. Be proactive and review these cases and put measures in place to reduce future incidents. 
 
4. Advise customers of progress on repeat or long-standing issues and seek suitable solutions to prevent the recurrence of issues. Drive to reduce reactive maintenance and increase planned approach. 
 
5. Participate in on-call duties and ensure team rotas are covered adequately. Take responsibility for contingency measures as and when necessary. Analyse technical information and solve issues, providing nontechnical staff and customers’ information in a clear and precise manner. 
 
6. Manage a team of Technicians, Contractors, and Apprentices effectively and proactively.  
 
7. Be a single point of contact for Helpdesk/Protection to get updates on reactive and planned works. 
 
8. Review frontline workload and KPI’s on a regular basis and ensure all staff are productive at all times. Benchmark all targets and regularly review performance, feeding back on a 1:1 basis with staff. 
 
9. Be a visual contact around campus promoting Estates Delivery services and liaising with key customer contacts on major issues in and around campus. Be fully contactable and maintain good communication links with managers and the helpdesk at all times.  
 
10. Contribute to continuous improvement and lean process reviews for all aspects of workload management. Continually strive to improve services. 
 
11. Monitor KPI’s, including priority response times, right first-time repairs, chase recalls, travel time and customer complaints. Target performance improvements in all of these areas and any others appropriate to the job. 
 
12. Ensure all team members act professionally at all times, addressing issues as and when they arise in accordance with the People Team and local policies. 
 
13. Ensure all legal compliance tasks are completed on time. Ensure Senior Technicians, Managers and duty holders are aware of any non-compliance issues. 
 
14. Manage all planned maintenance effectively, ensuring minimal disruption to building occupants at all times. Constantly consider the impact of works on third parties and tailor the programs to lower impacts. 
 
15. Review team RAMS and develop an understanding and drive a zero accident target at all times. 
 
16. Provide drawings, designs and quotations for minor in-house improvement works in good time and provide customers with the best value.  
 
17. Regularly review stores and van stock materials and ensure levels meet the needs of the service. Authorise and ensure value for money on any non-stock items purchased. 
 
AND other such duties within the scope and spirit of the job title, purpose, and its grading. 
 
2.3 Supervision Received 
 
The post holder reports to the Senior Technical Services Manager. 
 
2.4 Supervision Given 
 
BMS Engineer 
Senior Plumbing and Heating Technician 
Plumbing and Heating Technician 
Contract Controller (Mechanical) 
Contractors 
 
2.5 Contacts 
 
	All Group Staff, Students, External organisations and strategic partners. 	 
 
	3. 	PERSON SPECIFICATION 
 
	ATTRIBUTES 
	ESSENTIAL 
	ADVANTAGEOUS 

	Education/Qualifications 
	HND or HNC in Building Services or Hard FM,  or have gained and can demonstrate equivalent  experience through your career.  
 
	Degree in Building Services or  Hard FM. 

	Experience (Paid and Unpaid) 
	Effective Management of a mobile maintenance team delivering a high volume of maintenance reactive works.  
 
Effective workload Management of a large  volume of contractors providing specialist reactive maintenance service, i.e. HVAC, pressure systems, compressed air, LEV, water safety and Drainage etc.  
 
Responsibility for all aspects of Health and Safety related to managing contractors and in-house staff.  
 
Be able to write RAMS for all minor works and be familiar with methods of Lean processing and implementing process improvements.  
 
Have experience working with disciplinary and HR processes and procedures.  
 
Have experience in providing value for  money service and be business-focused to  deliver regular overhead savings and strive to  drive costs down.  
 
Good all-round knowledge of mechanical, electrical and building fabric repairs.  
 
Good use of FM software for the resource plan.  
 
Good use of Finance packages and control of  budgets.  
 
Generally good IT skills in using email, word processing packages and spreadsheets.  
 
Be environmentally aware and have a sustainable approach to all aspects of work.  
 
	Worked in a Group Environment  or Complex Organisation.  
 
Planon & Agresso Experience.  Word, Excel and Outlook Express  skills.  
 
Good use of social media (e.g.  
Skype & Twitter). 
 
Effective use of a tablet device to  allocate work whilst being  mobile.  
 
Six Sigma knowledge.  
 
Knowledge of district heating  systems.  
 
Knowledge of SFG20.  
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	Job-Related Skills/Aptitudes 
	Good Analytical Mind to review statistical data  and relate that to performance and process  reviews.  
 
High Attention to detail.  
 
Ability to work well under pressure with a  calming, understanding approach.  
 
Be a natural problem solver when faced with  complex issues, be able to offer a range of solutions.  
 
Always look to resolve problems and not create them. 
 
	 

	Interpersonal Skills 
	Outstanding Customer Care skills.  
 
Excel both in verbal and written communication skills and be comfortable communicating at all levels.  
 
Be visible to customers and approachable  at all times.  
 
Highly Proactive in day-to-day tasks.  
 
Be an innovator who implements good practical solutions to solve everyday issues.  
 
Lead and raise the morale of team members.  
 
Have excellent listening skills and be understanding to staff and customers with varying priorities.  
 
	 

	Other Requirements 
	Full driving license.  
 
Be physically fit and able to work at heights.  
 
Cover open days and work 5/7 as and when  is required.  
 
Take part in the management callout rota.  
 
Willing and able to travel to remote campus  buildings such as Scarborough, Milton  Keynes, Central London and Dagenham to  support the operations managers. (This  
	 

	
	may involve an overnight stay from time to  time). 
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