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	Job Title:    Estates Officer
Reporting to:   Estates operations manager
Base:  Broomfield Hall, with travel to other sites as required


	Hours: 37 hours onsite per week, 52 weeks a year (expectation of out of hours attendance sometimes as required)
Contract Type: Support 
Holidays: 20 Days subject to service increases plus 8 bank holidays and 6 College closure days where applicable
Salary: £33,161 per annum


	Job Purpose 

You will support the effective operation, safety, and compliance of our multi-site college estate. You’ll play a key role in maintaining high building standards, coordinating maintenance, ensuring fire safety compliance, and supporting our vehicle fleet and the wider Estates team.


	Key Responsibilities 

· Carry out daily estate checks, ensuring buildings are safe, operational, and well presented.
· Support and monitor reactive, planned, and preventative maintenance across all sites. 
· Oversee contractors and ensure works meet required standards and compliance expectations. 
· Lead on day-to-day fire safety, including fire audits, inspections, logging compliance data and implementing a fire asset system to ensure regular checks and all works are recorded. 
· Track and support completion of Fire Risk Assessment actions. 
· Oversee fire related planned and reactive works to ensure full fire compliance. 
· Assist with fire drills, emergency procedures.
· Contribute to the wider estates statutory compliance checks and actively be involved with the Planned maintenance contract and insurance inspections.
· Conduct basic monthly fleet management tasks and liaise with the college helpdesk: vehicle checks, mileage monitoring, damage reporting, MOT/servicing schedules, and record keeping. 
· Provide a professional, customer focused service to staff, students, and visitors.
· Help the estates management team to oversee small project works.
· Support the delivery of the Estates sustainability agenda by identifying and reporting opportunities to improve energy efficiency, reduce waste, and optimise building performance.

· Proactively promote and comply with all relevant College practice, guidelines, policies and procedures, and legislation, including but not limited to: Safeguarding, Equality and Diversity, Health and Safety, and Data Protection.[AT6.1]
· Undertake any other duties and responsibilities as may be reasonably required by senior personnel in response to changing demands in personal, sectional or the College’s workload.[



	Person Specification 

	Competencies

Essential
· Reliable, organised, and adaptable with strong attention to detail..
· Confident working across multiple sites and engaging with contractors and colleagues.


	Knowledge & Experience 

Essential
· Latest developments in Estates and Facilities practice
· Knowledge of Commercial / Educational Estates and Facilities
· Safeguarding requirements
· Health and Safety legislation
· Fire compliance (desirable) 
· Undertake training and development appropriate to the role.
· Knowledge of fire safety or building compliance (or willingness to train).
· Experience in estates, maintenance, building compliance or a similar operational role


	Qualifications

Essential 

· Level 2 Maths
· Level 2 English
· NEBOSH or similar in fire compliance (or willing to work towards)
· Full clean UK driving licence
· An Estates/Building qualification or relevant experience
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