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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION
 
Job Title:		Trust Estates Projects Officer
Location: 		Across the Trust (currently based at Woodford Primary School)
Grade/salary:           WeST Plymouth Grade F (£33,699 - £36,363)
Hours:			37 hours a week, all year
Reports to:		Director of Estates
Responsible for: 	No line management responsibility
Key relationships: Trust Building Surveyor, Headteachers and Senior Leaders, Core Services Team, Contractors

Job Purpose
The Projects Officer will support the Building Surveyor in the delivery of a comprehensive, high quality, solutions focused estates and projects service across the Trust. The role contributes to the effective management, maintenance and improvement of the Trust’s estate by supporting project delivery, asset management activities, statutory compliance, and day today operational project tasks.
The post holder will assist with the coordination and administration of projects across the WeST estate, ensuring works are delivered safely, efficiently, and in accordance with best practice, statutory requirements and Trust policies. The Projects Officer will work closely with internal colleagues, contractors and external consultants to support the successful delivery of estates projects that provide safe, compliant and stimulating learning and working environments.
Individuals in this role are organised, detail focused team players with good communication skills and the ability to manage multiple tasks simultaneously. They will be comfortable working in a busy environment, supporting senior colleagues, and contributing positively to continuous improvement across the Trust’s estate’s function.

Duties and Responsibilities
Service Delivery:
1. Support in the coordination and delivery of operational projects and workplace management services across the Trust estate, in line with property and facilities best practice standards, and legislative statutory compliance.
2. Assist with the day‑to‑day administration and coordination of routine and emergency site‑based works which could include maintaining records, coordinating meetings and tracking progress.
3. Assist with the induction and coordination of contractors working across the WeST estate; this could include pre-start meetings, onsite H&S, Regular site inspections of works, witness testing and commissioning, receive and audit O&Ms, receive handover of projects and ensure adherence to legal compliance.
4. Ensure compliance with CDM regulations and implement updates.
5. Support the Building Surveyor in the development, management, maintenance and set up all aspects of project management control systems to ensure safe delivery and value for money.
6. Assist with developing projects including tenders, specifications, procurement, evaluation, contractor selection, negotiation, and performance management to deliver optimum performance, achieve statutory compliance and achieve best value.
7. Support energy management and sustainability.
8. Provide support with the technical administration of design, construction, refurbishment and maintenance projects. 
9. Maintain accurate and up‑to‑date project records including O&M manuals, asset registers, asbestos records and building logs. 
10. Support the Building Surveyor in the delivery of lifecycle activities including building surveys, asset management plan data collection and updates, project scoping and documentation, contractor engagement and coordination, snagging lists, certification tracking and document control
11. Ensuring good working relationship between customers and service providers (in house and external).
12. Assist with the production and updating of CAD drawings and plans where required.
13. Demonstrating and developing professional expertise and service excellence individually and as part of the Estates and Core Services team, including working flexibly to undertake duties which contribute to the team and West objectives and values.
14. To maintain designated databases / files, to review and report on as required.
15. To comply with and promote all Trust policies, including Safeguarding, Health and Safety, and Equality & Diversity.
16. Ensure proactive implementation of the Estates Strategy.
17. Willing to undertake training and development as required to suit the role.
18. Willing to obtain necessary professional memberships as the role develops.

Financial:
19. Support the monitoring and tracking of project expenditure against agreed budgets. 
20. Raise purchase orders and work orders in accordance with Trust financial procedures. 
21. Support the processing and tracking of contractor and consultant invoices. 
22. Ensure financial records are accurate, complete and compliant with Trust policies.

Health and Safety:
23. Support the implementation and monitoring of safe systems of work for projects and contractor activities. 
24. Assist with the collection, review and filing of risk assessments and method statements. 
25. Support the Building Surveyor in monitoring contractor compliance with health and safety requirements ensuring compliance with CDM regulations.
26. Maintain awareness of relevant health and safety legislation related to construction and estates works and be able to communicate this effectively. 

27. Promote a positive health and safety culture across all estate’s activities.
This job description provides a general reflection of the key accountabilities associated with the post, and you may be expected to take on other reasonable activities to assist in efficient service delivery. Emphasis on specific accountabilities and indicators of success will be agreed as part of your PDR.
1
PERSON SPECIFICATION  					E = Essential, D = Desirable
	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	VALUES-LED CULTURE (The WeST Way) - It is important to us that your values align with ours:

	Collaboration:

	We are "Stronger Together," sharing expertise across the trust to lift every school
	E
	
	X

	Aspiration:

	We refuse to accept that geography or disadvantage dictates destiny
	E
	
	X

	Integrity:

	We act ethically, transparently, and with financial propriety
	E
	
	X

	Compassion:

	We recognise need and act with positive intention to support wellbeing
	E
	
	X

	Respect:

	We value diversity, listen to our communities, and treat every individual with dignity
	E
	
	X

	QUALIFICATIONS:

	Professional / vocational qualification relevant to workplace management or relevant experience
	E
	X
	

	Membership of APM, PMI, RICS or similar
	D
	X
	

	EXPERIENCE:

	Strategic thinking, identifying priorities and an awareness of wider issues affecting the Trust.
	E
	X
	X

	Managing complex projects and a caseload
	E
	X
	X

	Contributing to the development of policy and procedures
	E
	X
	X

	Substantial experience of project management of building lifecycle programmes in a project management discipline or profession or taking a lead role in the successful delivery of key facilities management initiatives as well as experience of developing an AMP and lifecycle programme
	E
	X
	

	Evidence of developing, implementing, monitoring and evaluating effectiveness of facility management policies, procedures, building user manuals, tenders, specifications, SLA’s, contracts, training and safe systems of work. 
	E
	
	X

	Experience of developing a project scope, specification, tender/quote process, construction phase, CDM, snagging lists, witness of testing and commissioning, handover and receiving O&Ms
	E
	X
	X

	Evidence of establishing and maintaining effective working relationships with staff, contractors, service providers and third parties. 
	E
	X
	X

	Evidence of promoting a positive health and safety culture.  
	E
	
	X

	Management and delivery of building and plant maintenance, upgrades, replacement and refurbishment.
	E
	X
	X

	KNOWLEDGE, SKILLS AND ABILITIES:

	High personal credibility, working  effectively and inclusively to achieve a shared agenda with colleagues, customers and stakeholders across the Trust
	E
	X
	X

	Well-developed interpersonal skills to deal with a wide variety of complex and / or contentious situations
	E
	X
	X

	High standard of verbal, written communication and presentation, able to write fluently and concisely in an informative manner with a high level of attention to detail e.g. letters, reports, presentations, policies  
	E
	X
	X

	Enhanced understanding and knowledge of building surveying including associated work processes, and legislation relating to building and health and safety legislation and compliance management as well as knowledge of procurement processes and preparation of specifications including invitation to quote/tender.
	D
	
	X

	Knowledge of CDM regulations, legal contracts and knowledge of mechanical and electrical building services and control systems including the ability to diagnose and remedy faults
	D
	
	X

	Project management techniques and procedures.
	E
	
	X

	Ability to facilitate a wide range of concurrent projects and responsibilities, and achieve and maintain substantial and sustained  work performance of self and team through effective leadership, time management and organisational skills 
	E
	
	X

	Commitment to on-going personal development
	E
	X
	X

	Flexible approach to working and will work outside of normal working hours when required.
	E
	
	X

	Proven track record of preparing, maintaining and managing budgets, and control and management of financial expenditure within defined budgets, interpreting management reports and cost control procedures. 
	D
	X
	X

	Proven extensive leadership, management and motivation skills.
	D
	X
	X

	Working knowledge of IT system such as MS Project, Office, AutoCAD, CIVICA and good knowledge of Microsoft office 365 applications.
	D
	X
	

	FURTHER REQUIREMENTS:

	Able to safely undertake inspections/surveys, including work at height where required, in line with risk assessments and safe systems of work (training can be provided where identified).
	E
	X
	

	Able to display an awareness, understanding and commitment to the protection and safeguarding of children and vulnerable adults
	E
	
	X

	Due to the nature of the role, the ability and willingness to work at and travel to different Trust campuses on a regular basis is essential. 
	E
	
	X
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