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Job Holder:

Property Manager Depots and Contracts
Reports to:

Senior Property Manager



Grade:


PM2




Safety Status:
Key Safety Post


Date version agreed: 03/03/20



1.  Job Purpose

To manage property and facilities maintenance activities at designated property locations within the West Midlands Trains franchise agreement where West Midlands Trains are responsible for the upkeep of the accommodation and services. To ensure that defects are promptly, safely and cost effectively resolved and that planned maintenance programmes are undertaken to meet legal and contractual obligations. Manage landlord maintenance issues to best meet West Midlands Trains interests and that future work programmes are identified and developed. Manage a number of property contracts including track maintenance, vegetation control, carriage wash plant maintenance, CET maintenance and Legionella. Lead and motivate the external contractors to carryout enhancement, maintenance and repair of Depot facilities, including land, buildings, equipment and track infrastructure.

	
	

	A.  This job requires Security Clearance (e.g. Running of Special Trains) 
	No

	B.  The job holder is required to hold a relevant Track Safety competence (e.g. PTS)
	Yes

	C.  This is Safety Critical Work Post
	No

	D.  This is a Key Safety Post
	Yes

	E.  Reference to this job is included in West Midlands Trains Safety Certification documents
	Yes

	F.  This job Manages Employees (undertakes specific tasks indicated in the occupational & operational standards manuals)
	Yes

	G.  This job Manages Locations (undertakes specific tasks as indicated in the occupational and operational standards manuals)
	Yes



3.  Dimensions

(Indicate in quantitative terms the key areas on which the job has an impact)

A.  Financial:     

Cost and Budget Responsibility for equipment and infrastructure at designated Depots and key property contracts
B.  Staff:              

Property Manager (Depots)
C:  Others:         
Directly responsible for contractors.
Stand in for other Property Managers during periods of absence.

Team of depot maintenance technicians

4.  Principal Responsibilities
· Responsible for the property and facilities maintenance activities at designated property locations within your zone
· Responsible for ensuring Statutory Maintenance duties and remedial actions are completed
· Responsible for directing the work of external contractors ensuring all statutory, Railway Group Standards and Health & Safety legislation is met
· Responsible for property contracts including; Track Maintenance, Vegetation Control, Carriage Wash Plant Maintenance, CET Maintenance and Legionella
· Responsible for a designated annual facilities budget for the relevant area of responsibility.

· Responsible for ensuring the delivery of maintenance requirements to Depots

· Ensure that all contracts for brought in services are delivered to time and budget.

· To ensure all equipment and contracts that are essential for environmental compliance are managed. 
· Project manage minor works and act as the key interface with network rail as the client representative for network rail planned and reactive maintenance activity.

· Able to make decisions regarding facilities issues based on delegated authorities and risk assessments.

· Authorised to approve transactions within the agreed budget and delegated authority limits.

· Ensure the minimum loss of production at the Depots through effective planning, management and communication of the works to the Depot management team

· Responsible for reviewing and ultimately accepting method statements for maintenance and enhancement activities

· Ensure compliance with all safety responsibilities as detailed in the appropriate safety responsibility statement

· Responsible for utilising the CAFM system to ensure the facilities are managed effectively.
· Produce a suitable suite of KPI's to track performance across all contracts.
· Develop robust relationships with all present and prospective customers.

· Lead contract review meetings with customers, maintaining a positive working relationship.  Collate records of customer feedback, and, where appropriate, instigate and manage corrective actions.

· Manage the contract variation process to ensure the company receives value for money.
· Supporting the Asset Management System operation to achieve its intended outcomes

· Directing and supporting staff and contractors to contribute to effectiveness of AMS continual improvement

Main Tasks

· Ensure that maintenance work is carried out safely, promptly, to an appropriate quality standard and in accordance with the Depot Lease responsibilities
· Ensure full compliance with the legal and contractual conditions that governs West Midlands Trains occupation of Depots and train stabling facilities.

· Work with the Property Co-ordinator to maintain up to date and auditable records of all planned and reactive maintenance both in house and external.
· Manage an effective audit process associated with the maintenance contracts for infrastructure, plant and track maintenance. Utilise the CAFM system to ensure audits are recorded within the CAFM database.
· Use the CAFM systems in place to manage the in house and contractor led planned and reactive maintenance activities
· With support of the Property Co-ordinator ensure the cost of works is correctly assigned within the CAFM system, which will allow any potential threshold limit breaches to be identified
· Maintain, monitor and keep up to date maintenance specifications for the equipment on managed sites and ensure the CAFM system is kept up to date and accurate with the support of the Property Co-ordinator.

· Utilise the CAFM system too fully to manage the day to day operation of the facilities.  Ensure the task information is complete fully and accurately within the CAFM system.
· Utilise the CAFM system to produce KPI reports that are used to monitor performance and drive continuous improvement.

· Ensure West Midlands Trains interests are protected in relation to projects sponsored and delivered by third parties on the Depot infrastructure with regard to monitoring of specifications and subsequent works on site.

· Support the implementation of companywide projects, including those sponsored by third parties

· Ensure that all Property Department external consultants and contractors receive inductions/safety briefs and relevant permission/permit to work prior to starting work.

· Develop in conjunction with the Head of Property and implement maintenance renewal and minor improvement schemes assist in budget preparation.
· Performance Manage, lead and monitor track maintenance, equipment and building contracts. Ensure the contracts are meeting their KPI’s and that any remedial work is compiled into work packages and completed. 

· Ensure that pant & buildings equipment defects arising within Depots or Sidings, wash areas or stabling areas are cost effectively and properly resolved in line with the split of maintenance responsibilities detailed in Depot Leases.

· Identify items to be reported to Network Rail for remedial action and track costs and ultimately reclaim costs of remedial work that has been completed on behalf of Network Rail.
· Provide technical support and advice to ensure cost effective and appropriate work is carried out that is consistent with service delivery objectives

· Share technical expertise with the Property Team as appropriate and support other areas of the business as required.
· Attend Health & Safety meetings and lead remedial actions
· Hold regular liaison meetings with Network Rail, West Midlands Trains Suppliers and local authorities.

· Prepare specifications and tenders for building, equipment and track contracts/remedial works.

· Ensure equipment and infrastructure that maintains site security is maintained and operational. Including perimeter fencing, CCTV, access gates etc.

· Establish processes for monitoring fault reports, particularly with reference to safety related faults and provide regular tracked reports to the Head of Property and for reporting to West Midlands Trains Safety and Environmental management Group (SEMG)
· Monitor spend on maintenance expenditure to support the preparation and ongoing maintenance of the annual repair budget.

· Responsible for raising your own purchase requisitions and ensuring purchase orders are GRN’d as soon as the work is completed satisfactory.

· Liaise closely with the project team to ensure the close liaison for the orderly handover of H&S files and operating manuals.

· Monitor the progress of Health and Safety faults and ensure they are completed within a timely fashion.
· As part of a team roster, act as “on call” expert for periods when the help desk is closed for all properties within the property department portfolio
· Any other duties commensurate with the grade and post and as required


5.  Context

A:  Operating Environment:           

Manage contractors who maintain equipment and buildings across multiple railway depots. Work will be completed on busy railway depots within the maintenance sheds and grounds. A good working relation with the depot employees will be required. 
B:  Framework and Boundaries:            

Operational safety standards

Occupational safety standards

HR policies, procedures and employment law

Compliance with internal quality management targets

C:  Organisation:        

Please see organisation chart(s) at the end of the document.

(Attach a copy of the current organisation chart on the landscape page at the end of this document for each subordinate who reports directly to the job holder.  Outline the area of responsibility of each direct report below)


6.  Relationships

A:  Reporting lines

This Role is part of the Property Management Team, reporting to the Senior Property Manager.

B:  Other Contacts:            

· West Midlands Trains Station Services / Operations Team.

· Other members of the Property Department
· Other West Midlands Trains staff at all levels

· West Midlands Trains customers

Outside the Company:                   

· Maintenance suppliers and contractors

· Councils and Planning authorities 

· Network Rail

· ORR 


7.  Knowledge and Experience

Essential

· 3 years or more of experience of facilities or maintenance management working within a building and plant management environment

Desirable

· 10 years or more of experience of facilities or maintenance management working within a building and plant management environment

· 5- 10 Years’ experience of utilising or managing CAFM systems to manage facilities or maintenance performance. Demonstrating improvements that have exceeded KPI’s. Experience of managing track maintenance contracts and remedial works.

· 3 years proven experience managing building service and equipment contracts against business KPI’s

· Project Management experience.

Qualifications & Training required for the job

Essential

· Minimum of IOSH Managing Safely or equivalent qualification
· Qualified to HNC/HND or equivalent in a building maintenance or engineering related discipline.
Desirable

· NEBOSH Certificate/Diploma

· Project Management Qualification

· Environmental Qualification.

· Customer Care training

· Personal Track Safety training

· Health & Safety at Work training

· COSHH Regulations

· IEE Regulations

· Fire Safety training

· Accident Investigation for Managers

· Asbestos, Legionella, Electricity at Work and CDM regulations training


8.  Job Challenge(s):
· Organised

· Broad technical and issue management knowledge

· Attention to detail

· Leadership skills

· Ability to motivate others

· Negotiation skills

· Communication skills

· Able to interpret complex legal documentation

· Prepared to do “on call” duties


9.  Additional Information

N/A


Property Manager (Depots) and Contracts





10.  Sign off








Job Holder:………………………………………………..  Date:………………..








Manager:…………………………………………………..  Date:………………..





Nominated Deputies





If this is a KEY SAFETY POST (2D is “checked”) a Nominated Deputy must be identified.  The job holder must ensure that the Nominated Deputy receives a copy of, and is briefed on, this Job Description.








Job title of 


Nominated Deputy: ……………………………………………………………....








Name of 


Nominated Deputy: ……………………………………………………………….








Signature of


Nominated Deputy: ……………………………………………………………….











Date: ………………………………………………………………………………….





As the Nominated Deputy for this post, I confirm that I have been briefed on the requirements of this job.  If there are more Nominated Deputies they should sign further copies of this Job Description.
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