
Job Description 

Job Title: Workplace Experience and Facilities Manager		

Reporting to:  Chief Financial Officer

Direct Reports: Reception team (Permanent and zero-hours weekend staff)

Salary: £40,000- £46,000 dependent on experience			

Location: On-site at Head Office

Hours & Basis: 35 Hours, Monday – Friday, starting 8.00am	

About this role:

A ‘hands on’ role which oversees the effective running, overall maintenance and legal compliance of Place2Be's head office, other offices, training facilities and other spaces around the UK. Managing the reception function, ensuring that all staff and visitors feel welcomed to Place2Be in a friendly and professional manner. Leading on health and safety as well as ESG advice in support of both school and office-based staff.  Owning relationships with stakeholders such as staff, facility users, suppliers, and tenants. Providing a visible presence and providing active problem solving with a cost saving approach to any facility related issues on site.


Key Responsibilities:

1. Reception Team Management
• Act as an ambassador for Place2Be by ensuring we provide a welcoming first point of contact for staff, visitors, funders, volunteers and contractors who access our workspaces. 
• Keeping up-to-date, and sharing with the team, new strategy and initiatives across Place2Be to ensure reception staff are duly informed and able to assist with incoming queries. 
• Oversee day-to-day management of Reception and make continual improvements to processes where possible.
 • Have an awareness that Place2Be training is a 7-day-per-week operation and ensuring consistent and safe cover out of normal working pattern.
2. Office Administration
• Manage and administer processes for ordering and delivery of goods and services across Place2Be operations, ensuring cost-effective procurement of supplies 
• Own and oversee the travel and hotel booking system and processes
 • Process room booking requests and provide service to meeting rooms including ensuring that the necessary facilities, equipment and catering are available and users feel supported.
3. Facility Management
 • Striving to ensure that Head Office and other Place2Be workspaces support wellbeing in line with our core values of perseverance, integrity, compassion and creativity. 
• Ensure that our workspaces support an environmentally sustainable agenda. Assist with driving Place2Be’s ESG Group and environmental agenda. 
• Making sure that Head Office and other Place2Be workspaces comply with statutory and legal requirements including Health and Safety.
• Oversee relationship and account management of managing agents of investment properties. 
• Manage the relevant Cost Centre budgets ensuring cost effectiveness 
• Oversee centralised procurement processes including travel booking processes, safety, security, building maintenance and cleaning processes 
• Ensure all contracts relating to the office facilities are regularly reviewed and retendered if necessary, ensuring value for money and efficiency gains. 
• Member of Staff Consultative Forum 
• Facilitate income generation through the short and medium term renting out of our space 
• Being the charity liaison for any Place2Be tenants and property management agencies. 
• Manage the external keyholding company. In the event of emergency situations, to act as first point of contact and if necessary to attend the property as soon as is possible and report back to relevant personnel whilst co-ordinating third party contractors to resolve any issues.
4. Health and Safety
• Perform induction of buildings and workspaces for new starters 
• Responsible Person role for all Health and Safety matters at Head Office and other Place2Be workspaces. Ensure compliance with standards and best practice. 
• Ad Hoc Health and safety advisor for all office and school based staff, providing advice on Health and Safety policy, practices and regulations to ensure our compliance with the law and the delivery of the company's Health and Safety strategy. 
• Facilitate, arrange and minute the Quarterly Health and Safety Committee
 • Ownership of H&S Policy. 
• Advise and lead on health and safety training needs across Place2Be including online trainings related to Health and Safety (Fire, Manual handling etc). 
• Contribute to and develop health and safety communications including email, intranet, newsletters, updates and seminars. 
• Support face to face DSE assessments at employee’s workstations
 • Investigate accidents/incidents at Head Office in accordance with relevant health and safety legislation and ensure compliance with accident reporting 
• Provide effective monitoring of health and safety performance including working with external health and safety auditors and undertaking in house audits, safety inspections and emergency drills to ensure legal compliance, best practice and continual improvement.
5. Building move Project (working closely with CFO) 
• Lead the people focused aspects of a planned office move for Place2Be, engaging with teams to understand individual and role based workspace needs and requirements.
 • Translate staff requirements into practical facilities solutions, coordinating with internal stakeholders and external suppliers to ensure spaces are ready, safe, and fit for purpose. 
• With the support of the CFO to manage the end to end move experience to ensure a smooth, well communicated transition for staff, with minimal disruption to day to day operations ahead of Summer 2027.
6. General
• Keep abreast of relevant policy relating to schools, health, education and Place2Be 
• Demonstrate a commitment to the organisation and to customer care by ensuring regular communication, visibility and feedback to all stakeholders 
• Support and nurture the Place2Be values of Perseverance, Integrity, Compassion and Creativity 
• Work as a team member of the organisation as a whole sharing information and best practice openly and productively
What you will need:

· Proven experience performing and managing office operations, reception/front‑of‑house, facilities and Health & Safety in a busy workspace.*
· Strong working knowledge of relevant legislation. This includes relevant facilities regulations, Health & Safety (ideally as a Responsible Person), ESOS, compliance, risk management and best practice.*
· Experience of processes including procurement, contract and supplier management, budget oversight and ensuring value for money.*
· Demonstrated ability to lead and support teams, manage external stakeholders, and deliver a consistently welcoming, professional service.
· Strong project and change‑management skills, including experience supporting office moves, refurbishments or space optimisation.
· A hands-on and creative team player who is also able to think strategically.

· A strong commitment to our values and ability to demonstrate these in your work: Perseverance, Integrity, Creativity and Compassion. https://www.place2be.org.uk/about-us/our-work/our-mission-vision-and-values/. 


* Indicates the minimum criteria needed to be considered for a guaranteed interview under the disability confident scheme. 
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