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Estates Officer - Engineering
	Job Title:
	Estates Clerk of Works
	Date:
	June 2026

	Reporting Line:
	Strategic Transformation Lead
	Salary:
	Grade 8 

	Team:
	Estates and Facilities Capital Programmes
	Business Area:
	Land and Property

	
	
	
	



	JOB PURPOSE

	GMCA seeks an experienced Clerk of works to review the installation of any new building or completed refurbished work, electrical and civil engineering connections on GMFRS property. The Clerk of Works will need to review the proposed installation, inspect works at different intervals, review certificates, workmanship and ensure liaison has been undertaken with GMFRS's Estates Team.

The Clerk of Works will provide independent, professional site inspection and quality assurance across GMFRS capital projects, including new build, refurbishment and decarbonisation works.
The role will:
· Inspect construction, mechanical, electrical and civil engineering works
· Monitor compliance with specifications, drawings and statutory requirements
· Ensure standards of workmanship, materials and installation meet contract requirements
· Support Project Managers in delivering projects on time, within budget, and to required quality standards




	KEY RELATIONSHIPS

	· Estates, FM and Strategic Transformation senior leadership
· Project Managers and Programme Delivery Teams
· Seniors Officers, Service Managers and staff within GMCA
· Land and Property function
· Greater Manchester Fire and Rescue Service and its stakeholders
· External contractors, sub-contractor partners and suppliers 
· External design teams
· Contract Administrators /Employers Agents





	KEY RESPONSIBILITIES 

	Liaising with the Estates Manager, Deputy Estates Manager, Estates Building Officer, Facilities Manager, Building Projects Officer etc. to ensure the effective delivery of services to satisfy business requirements.

1. Pre-Construction Phase
· Review drawings, specifications, and contract documents; identify discrepancies
· Attend pre-start and site handover meetings
· Inspect site conditions and confirm: 
· Levels, boundaries, benchmarks, gridlines
· Verify testing requirements and contractor understanding
· Inspect materials prior to installation and report non-compliance

2. Construction Phase (Core Function)
· Undertake regular site inspections across all work stages
· Monitor: 
· Workmanship quality
· Compliance with drawings/specifications
· Materials used (including subcontractor works)
· Maintain detailed records including: 
· Site diary
· Photographic evidence
· Progress tracking and delays
· Witness testing and commissioning of systems: 
· Mechanical, electrical, fire systems, drainage, airtightness
· Produce: 
· Weekly and periodic progress reports
· Incident and variation reports
· Identify defects, poor workmanship, or non-compliance and notify relevant parties

3. Post-Construction / Defects Phase
· Prepare snagging lists and defect schedules
· Attend inspections during defects liability period
· Carry out final re-inspection and confirm remedial works
General Responsibilities
1. Support Project Managers with delivery assurance
2. Provide technical advice to Contract Administrator (without design authority) 
3. Ensure compliance with: 
· CDM Regulations
· Building Regulations
· Contract requirements (JCT/NEC awareness)
4. Contribute to reporting on risk, programme and quality
5. Contribute to the design and delivery of key Estates and Facilities projects and interventions aligned to performance improvement
6. To draft and deliver reports and presentations within your area for circulation throughout the organisation
7. To comply with GMCA Information Management guidelines and protocols (including data protection policy, Code of Practice, and Social Media Policy. 
8. To develop trusted partnerships within the organisation, practicing internal client management; establish and develop external networks throughout GM. 
9. To ensure high standards of accuracy, professionalism and customer care.
10. To develop policies relevant to your area of expertise 
11. To be committed to maintain your own skills and expertise.
12. To hold yourself and others to a high standard of professionalism at all times, demonstrating your commitment to our values and behaviours as well as ensuring service confidentiality is maintained throughout all we do.
13. Working with other teams across the directorate to ensure integration and alignment is maximised and supporting on activity where appropriate.
14. To be accountable for ensuring the organisation is compliant with its statutory duties under legislation in the relevant field e.g., Employment Act, Equality Act, General Data Protection Regulations etc
15. Ensure that your approach to your work and your colleagues is inclusive and supportive of a diverse workplace

	The Clerk of Works shall not:
· Approve design changes
· Instruct contractors on methods (except H&S issues) 
· Commit the client financially or contractually 
· Approve contractor methodologies





	KNOWLEDGE, SKILLS AND EXPERIENCE

	Qualifications
· Relevant construction / engineering qualification (HNC/HND/NVQ Level 4+)
· Membership of a professional body (e.g. ICWI, CIOB, RICS desirable)
· Strong knowledge of construction inspection and quality standards.
· You should have evidence of continuous professional development 
· You should have experience of Managing Safely (IOSH)
· You should have extensive experience of working in a busy, multi-location maintenance position and managing maintenance operatives and external contractors alike.
GMCA requires candidates to demonstrate the following: 
· Extensive experience in working on simultaneous multi-site capital works projects construction programmes, particularly in the public or emergency services sector. 
· Strong understanding of RIBA Plan of Work stages, including design, procurement, and construction phases. 
· Proven ability to deliver high-quality outcomes within time and budget constraints. 
· Awareness of JCT and NEC forms of contracts. 
· Excellent stakeholder management skills, with the ability to facilitate collaboration and gather meaningful feedback from diverse groups. 
Knowledge & Experience 
· Experience working on: 
· Multi-site capital construction programmes
· Public sector or emergency service environments
· Strong understanding of: 
· RIBA Plan of Work stages
· JCT / NEC contracts
· Ability to: 
· Interpret drawings and specifications
· Identify defects and non-compliance
· Produce detailed technical reports
· Experience in: 
· Site inspections, testing and commissioning
· Managing quality assurance processes
· Use Microsoft Office applications (Word, Excel, Outlook and have an awareness of MS Project, AutoCAD or similar software). Maintain a consistent electronic filing system and file-sharing environment.
· Complete and document risk and other assessments in a timely manner in accordance with GMFRS policy.
· Ensure equipment is maintained in accordance with Authority policy.
· Report defective equipment without delay in accordance with Authority procedures.
· Provide technical and legislative guidance and advice to all levels of operational, non-operational and management staff on statutory regulations such as Building Regulations, British / European Standards, ACOP’s, CDM 2015, Water Bylaws, Legionella, Health and Safety, HAVS, Asbestos, Electricity at Work, Gas Safe, and fire precautions.
· Contribute to providing legislative and statutory preventative maintenance, reactive breakdown and improvement service.
· Contribute to the annual business plan and produce objectives in line with it for the team.
· Attend regular and ad hoc meetings at various levels of seniority and with various disciplines including external agencies.
· Present complex management and technical reports to all levels and external agencies as required.
· Receive complex and sensitive information and interpret and make recommendations based on this information.
· Ensure that statistical information is collated and ad hoc reports are prepared as required.
· Interpret technical policies advising the Authority on how these should be interpreted and implemented.
· Plan and prepare documentation for client briefs on improvement schemes.
· Contribute to the development of long-term strategies regarding service delivery and development with the GMFRS Strategic Asset Management Plan.
· Assist with the development and production of new procedures and policies for the department in relation to job profile and expertise.
· Be able to interact with operational, non-operational staff and clients, within all departments and external bodies.
· Co-operate and have flexible approach to helping other members of staff, clients and members of the public.
· Work with the Authority to manage demands placed on the service.
· Maintaining an awareness of theoretical knowledge in line with the scope of the post (CPD). 
· To carry out such duties and tasks as required by line manager and Senior Delivery leaders.
· Infrequent exposure to highly unpleasant / dangerous conditions e.g. sewage / gases / electricity. Infrequent exposure to dust, noise and high temperatures in plant rooms / boiler houses. All of which are to be managed in line with the relevant health and safety regulations, guidance and relevant PPE. This role may include prolonged periods of lone working.

Skills & Behaviours 

The Clerk of Works will be responsible for contributing to the delivery of: 
1. High-quality design and construction of capital works schemes, delivered on time and within budget. 
2. Regular progress reports, including updates on risks, budgets, and impact to milestones. 
using the following Core skills:
· Attention to detail and technical scrutiny 
· Independence and professional judgement 
· Strong written reporting skills 
· Communication across technical and non-technical stakeholders 
· Ability to challenge contractors constructively



Corporate Duties

Avoid any behaviour which discriminates against your fellow employees, or potential employees on the grounds of their sex, sexual orientation, marital status, race, religion, creed, colour, nationality, ethnic origin or disability.

Safeguard at all times confidentiality of information relating to staff and pensioners.
Refrain from smoking in any areas of Service premises.
Behave in a manner that ensures the security of property and resources.
Abide by all relevant Service Policies and Procedures.

Records Management/ Data Protection - As an employee of the GMCA, you have a legal responsibility for all records (including employee health, financial, personal and administrative) that you gather or use as part of your work with the Service. The records may be paper, electronic, audio or videotapes. You must consult your manager if you have any doubt as to the correct management of the records with which you work.

Confidentiality and Information Security - As a GMCA employee you are required to uphold the confidentiality of all records held by the GMCA, whether employee records or GMCA information. This duty lasts indefinitely and will continue after you leave the GMCA employment. All employees must maintain confidentiality and abide by the Data Protection Act.
 
Data Quality - All staff are personally responsible for the quality of data entered by themselves, or on their behalf, on GMCAs computerised systems or manual records (paper records) and must ensure that such data is entered accurately and, in a timely manner, to ensure high standards of data quality in accordance with Departmental protocols.
  
To ensure data is handled in a secure manner protecting the confidentiality of any personal data held in meeting the requirements of the Data Protection Act. 

Health and Safety - All employees of GMCA have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions. Employees are required to co-operate with management to enable GMCA to meet its own legal duties and to report any circumstances that may compromise the health, safety and welfare of those affected by the Service’s undertakings.

Service Policies - All GMCA employees must observe and adhere to the provisions outlined in these policies.

Equal Opportunities - GMCA provides a range of services and employment opportunities for a diverse population. As a GMCA employee you are expected to treat all employees / partners / members of the public and work colleagues with dignity and respect irrespective of their background
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