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The Mosque of the Custodian of the Two Holy Mosques and Islamic Centre of Edinburgh

Job Vacancy
Building Manager/Facilities Manager

Reports to: Director 
Role Purpose
Manage the day to day operational activities in line with all health and safety, environmental and company procedures, legislative requirements, budgetary costs and Mosque community needs in line with the required customer service criteria and key performance indicators. 
Responsibilities
· To be responsible for all health and safety compliance. This includes ensuring that all health and safety audits, fire and other evacuations are carried out on a regular basis in accordance with the laid down requirements, the emergency plan and related site maps are continually updated and adhered to.
· To proactively manage risk and deal with insurance compliance onsite with regards to both public and statutory bodies as applicable.
· Ensure a Crisis Management plan is in place and that this is reviewed and tested annually.
· To compile and maintain all required management information and records relating to the site. This includes asset register, emergency plans, health and safety policy, operation manuals…etc. 
· To liaise with local authorities as appropriate. 
· To ensure the fabric of the building both externally and internally is maintained and serviced to a high standard in accordance with the management contract and agreed budgets. This includes ensuring the agreed planned maintenance programme is carried out in accordance with the laid down timetables and monitoring works on site including the required liaison with service providers and/or contractors.
· To prepare documents to put out tenders for contractors.
· To oversee and regularly review the work carried out by contractors to ensure the required standards are achieved and maintained in accordance with the contractual agreement.
· To properly manage procurement for the organization, calculate and compare costs for required goods or services to achieve maximum value for money
· To plan for future development in line with strategic Mosque goals and objectives
· To Plan, coordinate and manage essential services such as security, maintenance, Pest control, archiving, cleaning, catering during events, waste disposal, recycling..etc
· To plan best allocation and utilisation of space and resources available to the organization.
· To respond appropriately to emergencies or urgent issues as they arise and deal with the consequences.
· To manage the Car Park and troubleshoot problems.
· Any other duties assigned by the director in accordance with the needs of the organization.

Person Specification/Requirements 
· Educated to degree level or equivalent 
· Previous experience of facilities management of property or portfolio of properties. This includes Line Management responsibility for Company personnel and contractors and management of service agreements.
· Knowledge of the technical aspect of premises management. 
· Excellent customer service, interpersonal and communication skills.
· Good awareness of Health and Safety legislation and knowledge of environmental protection requirements, 
· IT literate together with an understanding and experience of industry specific IT applications. 
· Ability to work on own initiative and within a pressurised environment. 
· Institution of Occupational Safety and Health (IOSH) qualification is desirable.
· BIFM qualification is desirable.


Employment is on a full-time basis at 40 hours per week Monday – Friday. Due to the nature of the role, working evenings and/or weekends may be required from time to time throughout the year to ensure continued operations of the organisation and provision of services to community.
Annual Salary: 20,000 GBP Gross
Interested applicants should fill the attached application form and send it along with an updated CV including relevant employment and educational background, in addition to contact details of two references to jobs@edmosque.org
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Job/Employment Application Form
You are required to submit an updated CV in addition to this application form.
	Post/Role you are applying for
	Building Manager/Facilities Manager

	Title
	

	Surname
	

	Initials
	

	Home Address
	

	Postcode
	

	Home Number
	

	Mobile Number
	

	Email Address
	

	Date of Birth
	

	Do you hold a full driving licence?
	



Education/Qualifications
	Qualification Type
	Subject
	Grade
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Relevant Experience: Please refer to the person specification. Continue on a separate sheet of paper if required.
	



Training and Development
Please use the space below to give information on any training or additional qualifications you have completed, which is relevant to the post you have applied for.
	Training Course
	Course Details (including length of course, qualification attained and subjects studied)

	
	

	
	

	
	

	
	


Additional Supporting Information
	Please give any evidence which you feel will support your application. For example, you may wish to mention personal interests; activities or hobbies, previous work or voluntary experiences you feel will strengthen your application.






References
Please give the details of two references 
	Name
	

	Address
	





	Phone Number
	

	Email
	

	Occupation
	

	Relationship to the candidate
	



	Name
	

	Address
	





	Phone Number
	

	Email
	

	Occupation
	

	Relationship to the candidate
	



I confirm that to the best of my knowledge, the information on this application form is correct.
	Signature
	Print Name
	Date

	
	
	



You are required to submit an updated CV in addition to this application form. We cannot consider applications that do not contain both a completed application form and an updated CV.
Please email your completed applications to jobs@edmosque.org or hand in to the main office G008 on the ground floor. 
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