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Role information
	Job title:
	Facilities Manager
	Travel required:
	Travel required across the West Midlands 

	Location:
	Black Country and Birmingham (covering Sandwell, Walsall, Dudley, and Birmingham)
	Position type:
	Facilities Management / Health & Safety


	Service area:
	Corporate Services/Accommodation Services
	Salary:

	[bookmark: _Hlk216255379]£36,343.84 - £41,457.52
(dependent on experience)

	Responsible to:
	Deputy CEO/Director of Finance 
	Working hours:
	37.5 hours 
Monday-Friday 9am-5pm (7.5 hours per day)
(Hours are negotiable)



	Additional requirements 	
	Organisational benefits

	· May require some work outside of normal office hours
· Full driving license with willingness to use own vehicle- Business insurance required 
· DBS check to be undertaken 
· Eligibility to work in the UK
· Occupational Requirement under Schedule 9 (part 1) of the Equality Act 2010 applies. The post holder must be female 
· The post holder may be required to undertake additional duties from time to time as instructed by the Service Lead and Executive Director, such as group work and presentations
· This job description will be subject to review as part of the annual appraisal process

	· Mileage allowance 
· Training and development opportunities
· Employee Assistance Programme 
· Access to group clinical supervision with a BACP trained counsellor
· 25 days of annual leave (pro rata), plus bank holidays. Opportunities for this to be extended after 3 years of service
· 1 wellbeing day (pro rata)
· Annual leave ‘buy back’ scheme for those who want to purchase additional annual leave days
· Bi-annual staff away days 
· Regular internal newsletter created by staff
· Time off in lieu (TOIL) when overtime is required
· 5% employer contribution to pension





	Job Brief

	Black Country Women’s Aid
Black Country Women’s Aid (BCWA) is an established charity that provides a range of specialist abuse support services to women, men and children across the Black Country. Our holistic, trauma-informed support enables victims to escape violence and abuse, cope with trauma and build resilience.

Black Country Women’s Aid Corporate Services
BCWA’S Corporate Services directorate includes BCWA’s Finance, Fundraising, Human Resources, Health and Safety, Training and development and Governance teams. This directorate underpins and strengthens the work of our frontline services, ensuring the organisation operates safely, efficiently and in line with regulatory and contractual requirements. As BCWA continues to grow, Corporate Services play an increasingly integral role in sustaining high‑quality service delivery. We are now seeking a facilities Manager to oversee the maintenance, Health and safety and functionality of BCWA’s estate, ensuring all buildings provide a safe, compliant, and efficient environment for staff, victims, and survivors.

Black Country Women’s Aid Accommodation provision includes:

BCWA operates a diverse accommodation portfolio designed to support victims and survivors of domestic abuse and modern-day slavery. The portfolio consists of:
· 24hr access refuge accommodation for women and children fleeing domestic abuse
· Dispersed accommodation for victims of domestic abuse -accommodation includes, flatted accommodation, and houses across the borough (women, children, male victims) 
· Safe house for victims of modern-day slavery in the National referral mechanism, including HMO’S, grouped flats and individual units across the borough
· Access to BCWA community services, group activity, and counselling

Across these services, BCWA manages 16 accommodation sites offering 78 bedspaces, along with 4 office sites across the Black Country.
The Facilities Manager Job Role
This is a challenging and dynamic role that requires strong problem‑solving skills, excellent organisational capability, and the technical knowledge to ensure all BCWA facilities including Domestic Abuse accommodation, Modern Day Slavery accommodation and office sites are safe, compliant, well‑maintained and fit for purpose.
The postholder will lead Health & Safety across all estates, chair the H&S Workstream, deliver a robust inspection and preventative maintenance regime, and ensure full contractual and regulatory compliance, including Home Office Accommodation Standards, Decent Homes Standards, and statutory testing requirements. They will also hold organisational responsibility for COSHH and stock management, driving a culture of safety, quality and continuous improvement that supports trauma‑informed service delivery.
The postholder will additionally provide direct line management to a small team of Household staff, ensuring consistent standards of cleanliness, safety, and trauma‑informed practice across all BCWA sites, and working closely with Accommodation teams to ensure buildings meet the needs of victims and survivors. 



	Working for BCWA

	BCWA Values
	This role will be an ambassador for BCWA promoting the values of the organization and all it stands for.
The post holder must possess the understanding, skills and commitment to challenge abuse and violence within our society, acknowledging that victims are faced with many barriers. Victims of violence are at the heart of everything we do.   
BCWA listens, supports and cares.

	Commitment to safeguarding 
	Black Country Women’s Aid is committed to safeguarding and promoting the welfare of vulnerable adults, children and young people and expects all staff and volunteers to share this commitment.
Employees must ensure that all practice is delivered within the framework of Safeguarding Adults and Children.
All posts are subject to the Rehabilitations of Offenders Act (Exceptions Order) 1975. It will be necessary for a check to be made to the Disclosure and Barring Service for details of any previous criminal convictions. 

	Equality and diversity 
	BCWA is a feminist organisation devoted to equal opportunities and a fairer society where everyone can fulfil their potential and diversity is valued.
BCWA will ensure that all employees, applicants for employment and volunteers are treated fairly and with respect at all stages of their employment or service.  

	General Data Protection Regulation (GDPR)
	BCWA is committed to protecting the rights and freedoms of all individuals in relation to the processing of their personal data. 
All employees are required to comply with GDPR procedures and principles.




	Principal Duties

	A. Health & Safety Leadership and Governance

	1
	Chair BCWA’s H&S Workstream, setting agendas, monitoring action plans, and reporting progress to senior leadership. 

	2
	Maintain up‑to‑date H&S policies, procedures, and safe systems of work, ensuring effective implementation across residential and non-residential sites

	3
	Lead incident/accident/near‑miss reporting, investigation, and root‑cause analysis, implementing corrective and preventative actions.

	4
	Oversee fire safety arrangements (evacuation plans, fire drills, equipment maintenance) and first aid provision, including training and refresher cycles

	5
	Design and deliver (or coordinate) mandatory and role‑specific H&S training; maintain training matrices and compliance records.

	B. Regulatory & Contractual Compliance (DA, MDS, Offices)

	1
	Ensure residential and non-residential sites comply with Home Office accommodation standards (as applicable), Decent Homes Standards, HMO licensing, and relevant statutory requirements

	2
	Lead and evidence annual compliance cycles, including statutory tests and certifications (e.g., gas, electrical, water hygiene, fire safety).

	3
	Prepare for and host inspections and audits (commissioners, Local Authorities, Home Office, external auditors), ensuring documentation is audit‑ready

	C. Inspections, Maintenance & Asset Management

	1
	Manage and triage responsive maintenance requests, ensuring timely repairs and coordinating contractors and staff to minimise disruption and maintain safe, functional environments

	2
	Implement a tiered inspection programme (weekly, monthly, annual), capturing both property condition and H&S checks across all sites.

	3
	Plan and coordinate reciprocal maintenance works, including decorating, minor repairs, and refresh work, ensuring accommodation sites remain safe, welcoming and well‑maintained.

	4
	Oversee lone‑working arrangements for the Household Team, ensuring safe working practices and compliance with risk assessments

	5
	Oversee the condition, replacement and compliance of furniture, fixtures, and equipment across all sites, ensuring they meet safety and accommodation standards.

	6
	Promote sustainability and environmental good practice across the estate, including waste reduction, recycling systems, energy efficiency improvements, and environmental compliance in line with organisational and regulatory expectations.

	7
	Maintain asset registers and lifecycle plans for plant, systems, and equipment; recommend renewals and capital works based on condition and risk.

	D. Contractor & Supplier Management

	1
	Procure and manage contracts for maintenance, cleaning, pest control, waste, and statutory compliance services.

	2
	Support value‑for‑money decision‑making by obtaining quotes, advising on procurement, and contributing to planning for renewals and capital works.

	3
	Provide direct line management to the Household Team, including supervision, task allocation, performance monitoring, and support, ensuring a consistent, trauma‑informed approach to day‑to‑day accommodation operations.

	4
	Ensure contractors operate safely on site (permits to work, RAMS, inductions, DBS where required).

	5
	Oversee security systems across all sites, including CCTV, intruder alarms, access control and door‑entry systems, ensuring appropriate maintenance, contractor performance and alignment with safeguarding and data protection requirements.

	6
	Oversee access control and key management systems, ensuring secure processes for staff, contractors and service users, and compliance with safeguarding requirements.

	E. COSHH, Stock & Materials Management

	1
	Act as organisational lead for COSHH: maintain registers and safety data sheets; ensure compliant storage, handling, usage, auditing, and training.

	2
	Oversee stock control for cleaning materials, PPE, spares, and emergency supplies, ensuring cost‑effective replenishment and secure storage.

	3
	Implement consistent labelling, point‑of‑use information, and spill/incident procedure

	F. Risk Management & Safety System

	1
	Coordinate Fire Risk Assessments (with competent persons as required), implement recommendations and maintain evidence of closure.

	2
	Maintain the H&S risk register and contribute to organisational risk reporting.

	3
	Contribute to business continuity and emergency planning, ensuring facilities‑related contingencies (e.g., utility failures, major incidents, building closures) are in place and aligned with organisational risk management processes.

	G. Operational Partnership & Service Support

	1
	Lead the Household Team and work closely with Accommodation Services to ensure void properties are cleaned, repaired, and prepared promptly, coordinating Household staff and contractors to minimise void loss and ensure safe, trauma‑informed move‑in standards for new service users

	2
	Respond promptly to maintenance and H&S issues raised by staff or service users, ensuring risks are addressed quickly and works are planned in a trauma‑informed way around service user needs.

	3
	Coordinate manual electricity top‑ups for relevant MDS properties, ensuring continuous power and safe accommodation conditions.

	H. Records, Data & Reporting

	1
	Keep accurate, timely records (inspections, certificates, training, incidents, assets, contractor files).

	2
	Maintain and update the Building Management Tracker, ensuring all compliance actions, certification dates, inspection outcomes, and remedial works across all BCWA sites are accurately recorded, monitored, and kept audit‑ready

	3
	Produce regular compliance dashboards and reports for leadership and trustees, highlighting risks, performance, and mitigations.

	4
	Ensure all data and documentation meet GDPR and organisational standards.



	General Duties 

	1 
	Encourage and incorporate service user feedback across all areas of the service, ensuring their views inform continuous improvement

	2
	Remain fully compliant with all BCWA policies and procedures, and with relevant local, regional, and national legislation and operational protocols.

	3
	Develop and maintain positive, collaborative working relationships with internal colleagues and external professionals, contributing to a coordinated, high‑quality service for victims and survivors.

	4
	Attend all required meetings, training sessions, supervisions and annual appraisals, actively engaging in continuous professional development.

	5
	Participate in BCWA’s performance management and quality assurance processes, producing clear, evidence‑based reports and meeting agreed timescales

	6
	Report to the Deputy CEO/Director of Finance in line with contractual and organisational requirements, ensuring transparency and accountability.

	7
	ensure effective communication across all BCWA services, promptly informing the Service Managers of any issues that may impact delivery, safety, or compliance.

	8
	Work within BCWA’s quality assurance framework, ensuring a consistently high‑quality, trauma‑informed service for victims and survivors of abuse.


	9
	Develop and support innovative approaches to facilities, safety, and accommodation management, informed by good practice and current research.



Person Specification 

	Qualifications and Experience


	Essential Criteria
	Desirable Criteria
	How Measured
· A – application
· I – interview
· T – test
· R – references
· E – evidence (ID, certificates)

	1
	Experience in Facilities Management, property administration, or a similar environment (residential and/or multi‑site)
	 X
	
	A, I, E, R


	2
	Experience in managing contractors and third-party service providers
	
	X
	A, I, R

	3
	IWFM qualification (or working towards) and/or NEBOSH certificate.

	
	X
	A, E

	4
	Educated to minimum Level 3 or equivalent. May consider level 2 if matched with a good level of experience in health and social care, administration or similar. 
GCSEs English and Mathematics – Grade C or above.
	X
	
	A, E

	5
	Health & Safety training (e.g., IOSH Managing Safely or equivalent), with commitment to ongoing CPD.

	
	X
	A, I, E

	
	Experience in supported accommodation, housing management, social care, or regulated environments.

	
	X
	A, I, R

	
	Knowledge of Home Office accommodation standards and Decent Homes Standards.

	
	X
	A, I

	
	Experience conducting inspections, risk assessments and coordinating statutory compliance.

	X
	
	A, I

	7
	Experience of working/liaising with all stakeholders over the phone and using other forms of communication including, use of emails and written correspondence.
	X
	
	A, I

	
	Strong ICT skills, including Microsoft 365 (Word, Excel, Outlook, Teams)

	X
	
	A, I



	Knowledge
	Essential Criteria
	Desirable Criteria
	How Measured

	1
	Strong knowledge of H&S legislation and compliance, including risk assessment practice and incident management
	X
	
	A, I

	2
	Understanding of GDPR in relation to facilities, contractor, and compliance records.
	X
	
	A, I, E

	3
	Understanding of trauma informed approaches 
	
	X
	A, I

	4
	Knowledge of the Violence Against Women and Girls Strategy and the gendered nature of violence.
	
	X
	A, I



	Skills and abilities 
	Essential Criteria
	Desirable Criteria
	How Measured

	1
	Experience of supervising or line managing staff, including supporting performance, allocating workload, and promoting a positive team culture.

	X
	
	A, I

	1
	Experience managing housekeeping, facilities, or operational support teams within residential or supported accommodation settings.

	
	X
	A, I

	1
	Excellent written and verbal communication skills; able to engage confidently with staff, contractors and partners.

	X
	
	A, I,

	2
	Ability to plan, prioritise and deliver across multiple dispersed sites, balancing planned work with unplanned demands.

	X
	
	A, I,

	3
	Strong problem‑solving skills; able to work both independently and collaboratively to meet deadlines.

	X
	
	A, I,

	4
	Ability to maintain professional boundaries and seek guidance where appropriate.

	X
	
	A, I,



	Values and Behaviors 
	Essential Criteria
	Desirable Criteria
	How Measured

	1
	A feminist perspective on how gender, social, economic, racial, cultural, linguistic, religious, and sexual orientation factors impact people’s lives.

	X
	
	A, I,

	2
	A client‑centred, trauma‑informed approach demonstrating empathy, respect, trustworthiness and compassion.

	X
	
	A, I,

	3
	A non‑judgmental, anti‑discriminatory approach to empowering victims and survivors of abuse.

	X
	
	A, I,

	4
	Highly organised, proactive and consistent in approach, delivering work to a high standard.

	X
	
	A, I, R

	5
	Self‑motivated, reliable and creative, with a positive “can‑do” attitude that inspires trust and confidence.

	X
	
	A, I,

	6
	Demonstrates personal resilience and the ability to manage potentially distressing or emotionally challenging situations.

	X
	
	A, I,





	Other Requirements
	Essential Criteria
	Desirable Criteria
	How Measured

	1
	Full driving licence with access to a vehicle; business insurance required.

	X
	
	E

	2
	Be willing to work unsociable hours, including evenings and weekends when required 
	
	X
	A, I

	3
	Eligible to work in the UK 
	X
	
	E





Version control and Sign off

	Job description produced by: 
	Name – Chereene Love 
Role Interim Director of Accommodation Services 
	Date Produced
	12.02.2026 

	Job description reviewed and approved by:
	Name 
Role
	Date Approved
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