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	 	Role: 
 
	Building Services Officer 

	 	Directorate: 
 
	Facilities Management 

	 	Salary Band: 
	Band 7  

	 	Post reference: 
 
	FM41 

	 	Job Evaluation Date: 
	11.11.2025 

	 	Role statement of purpose:  
	 
Overseeing the technical and physical infrastructure of buildings, ensuring that all HVAC, mechanical and electrical systems are functioning efficiently, safely, in compliance with regulations are maintained to high standards. 


 
 
 
 
 
	 	Reports to: 
 


Contracts Manager – Building Services 
	 
	Key Role Outputs(KROs) these set out what must be achieved for the post holder to be successful in the role 
	Key Actions  
These set out how the KROs will be achieved – the activities required. 
 

	1. 	 
	Statutory compliance across the entirety of assets that fall within TfGM’s ownership 
	· Ensuring compliance with statutory maintenance, inspection and testing requirements, maintenance regulations compliance, health and safety policies, safe systems of work, and permit to work procedures. Fostering a safe working environment for all stakeholders. 
· Reviewing and approving risk assessments and method statements from contractors and stakeholders. 
 

	2. 	 
	Maintenance Management 
	· Support the creation and upkeep of annual Planned Preventative Maintenance (PPM)schedules 
· Make additions and adjustments to the PPM schedule 
· Monitoring of supplier PPM performance and act on/notify any failures or concerns 
· Reviewing maintenance records and ensuring complex remedial maintenance issues arising from PPM are satisfactorily completed 
· Proactively manage preventative maintenance and corrective works whilst maintaining the highest level of stakeholder focus. 



	
	
	• 
	Identify and manage a ‘Critical Spares’ strategy. 

	
	
	• 
	Diagnosing and resolve technical and complex maintenance issues, including the testing and checking building services installations. 

	
	
	• 
	Reviewing and approving risk assessments, method statements and safe systems of work. 

	
	
	• 
	Coordinating daily operations, including planned and reactive maintenance, and ensuring timely response to service requests. 

	
	
	• 
	Supervising Contractors and specialist suppliers, quality assurance, and safety checks. 

	
	
	• 
	Monitor operational efficiency of all plant and equipment, identifying areas of under-performance or opportunity and implementing plans to deliver improvement 

	
	
	• 
	Ensuring that the capability of the plant and equipment are optimised and improved 

	
	
	• 
 
	Drive the maintenance services to provide good processes that comply with Health & Safety Standards 

		3. 	 
	Maintained Asset 
Management Information 
Systems 
	• 
	Supporting the management of the information TfGM keeps on its assets, ensuring both its completeness and accuracy 

	
	
	• 
	Assess data completeness and accuracy, and defining improvement projects 

	
	
	• 
	Update TfGM’s Asset Management Information System with new asset data in a timely manner as projects are completed 

	
	
	• 
	Manage maintenance and asset data in accordance with 
TfGMs requirements to ensure that the Asset 
Management Information System(AMIS) is maintained to a current and accurate status to ensure the highest level of operational resilience and completion of works 
 

		4. 	 
	Project Management 
	• 
	Overseeing the building services aspects of projects from planning to completion. 

	
	
	• 
	Technical oversight ensuring the delivery of building services projects, overseeing the installation and maintenance of systems like ventilation, acoustics, air pressure, and energy efficiency. 

	
	
	• 
	Providing technical support across all aspects of the renewal project(s) from pre-tender through to testing, commissioning, demonstrations, handover and practical completion. 

	
	
	• 
	Liaising with architects, engineers, contractors, and stakeholders to ensure integration of services. 

	
	
	• 
	Supervise ongoing maintenance and servicing of HVAC, mechanical and electric services. 



	
	
	• 
	Working with stakeholders to ensure their needs are met and projects are completed to their satisfaction.  

	
	
	• 
	Reviewing and evaluating quotations and bids for building services work and projects. 

	
	
	• 
	Attending meetings and presenting progress reports to managers and stakeholders. 
 

		5. 	 
	Continual service improvement-Quality monitoring 
	• 
• 
	Ongoing reporting and monitoring of KPI related to services delivery within Facilities Management Plan and prioritise to successfully implement changes that improve performance and productivity 

	
	
	• 
	Quality control through maintaining high standards of quality, and ensuring adherence to documentation and compliance requirements. 

	
	
	• 
	Assist in producing required documentation to ensure that any incidents are recorded and escalated, not limited to but including risk management, operational continuity, and operational equipment status reports. 

	
	
	• 
	Carry out sub-contractor audits and awareness. 

		6. 	 
	Effective management of risk 
	• 
	Conduct risk-based compliance monitoring 

	
	
	• 
	Making and considering proposals for how the effect of the registered risks can be avoided or reduced. 

		7. 	 
	Cost Management 
	• 
	Preparation and management of shopping carts and related justifications contract POs, liaising as necessary with the Facilities Management team 

	
	
	• 
	Monitor contract-related SAP shopping carts to ensure that approvals are obtained, and issues are unblocked 

	
	
	• 
	Prepare cost estimates, manage project related budgets, and procure materials and services. 

		8. 	 
	Compliance with agreed procedures and guidelines  
	• 
	Ensure compliance with the Facilities Management function's agreed procedures and compliance with all internal standing orders, financial regulations, relevant legislation and other statutory requirements. 

	
	
	• 
	Actively contribute to the development of the FM function and organisational procedures. 

	
	
	• 
	Conducting site audits of PPM activities and documents. 

		9. 	 
	Implementation and continuous improvement of processes and procedures 
	• 
• 
	Proactively challenge existing approaches, lead and own the implementation of new ones. 
Continuously seek and exploit opportunities for improvement. 

	
	
	• 
	Influencing others within FM into adopting new approaches by negotiation and presentation. Providing new alternatives to existing processes and redefining existing processes and methodologies. 

	
	
	• 
	Build strong professional relationships with other groups within the FM and the wider TfGM organisation.  

	
	
	• 
	Drive effective maintenance policies including adequate and rationalised spares, time management concepts and 

	
	
	techniques and the analysis of complex information, drawing logical conclusions and the develop of sound recommendations. 
• 	Participate in the 24/7 maintenance cover (including on call rota) of the Building Engineering Services during normal and emergency activities, assisting in the preparation of emergency and contingency plans. Participate in emergency plans and provide written reports as required. 

	 
	Compulsory Outputs (COs) these set out what must be achieved for the post holder to be successful in the role 
	Key Actions  
These set out how the COs will be achieved – the activities required. 
 

	C1 
	Ensure you comply with all applicable organisation legislation and policy: 
 
	· Health and Safety in line with the Health and Safety Act (1974). TfGM’s Safety Management System Section 3.4 
Departmental Manager responsibilities (Please read the 
Safety Management System Roles, Responsibilities & Accountabilities) 
· H&S Bus Operator contractual management 
· Dignity at Work policy 
· Information assurance and security in line with Cabinet Office requirements 
· Risk management and 
· TfGM’s policies and procedures 
· Equality and Diversity legislation 
· TfGM’s Vision and Values 

	C2 
	Any other reasonable duties as required from time to time 
	· Be available, outside of normal working hours, to respond to emergency situations, including the requirement to be ‘on call’ 
· Hold a current driving license to attend external meeting and site visits as required  
 


           
	Key Interdependencies 
	 

	Key Contacts 
	· Head of Facilities Management 
· Asset Manager 
· Facilities Manager Building Services 
· Contract Manager-Soft Services 
· Property Services Manager 
· Building Surveyors 
· Planned Maintenance & Quality System Manager 
· Bus Station Operations 
· Asset Management Office 
· Safety and Compliance Function 
· Portfolio Office 
· Contractors and other external service providers 

	Direct reports  
	None 


 
	Budgetary responsibility 
	None 

	Location 
	TfGM, 2 Piccadilly Place, Piccadilly, Manchester, M1 3BG 
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Person Specification 

  
 
	 
	Building Services Officer 
(Knowledge, skills and experience required at selection stage) 

	 
	 

	E 
	Essential Experience:  

	E1 
	Significant management and supervisory experience of building services within the public or private sector. 

	E2 
	Significant experience of delivering high performance and innovative contracts of differing values to achieve organisational priorities  

	E3 
	Strong technical knowledge and problem-solving ability, ability to identify and resolve technical and logistical issues.  

	E4 
	Strong practical and technical knowledge of MEP systems including HVAC, electrical, plumbing, and fire safety. Including building codes, and compliance standards. and building regulations. 

	E5 
	Proven experience in supervising building services projects, including installation, maintenance, and repair. in construction or facilities management. 

	E6 
	Strong ability to build constructive relationships with Contractors whilst holding them to account for delivery  

	E7 
	Experienced at working across teams to ensure contractual compliance and consistency is achieved  

	E8 
	Excellent communication skills with the ability to negotiate, influence and act assertively with a variety of providers across sectors  

	E9 
	Ability to develop proposals and improve the quality of service  

	E10 
	Reviewing technical PPM reports and outlining required actions 

	E11 
	Experience of working using Computer Aided Facilities Management Systems (CAFM) or Enterprise Asset Management systems 

	E12 
	Ability to work with flexibility and prioritise workload appropriately  

	E13 
	Experience of introducing and managing Compliance Monitoring Programs (CMP)  

	E14 
	Carrying out audits and inspections and writing detailed reports 

	E15 
	Using Microsoft Office Suite and proficient in MS Excel (intermediate to advanced) 

	D 
	Desirable experience:  

	D1 
	 AutoCAD 

	EQ 
	Essential Qualifications – Technical, Vocational or educational: 

	EQ1 
	Educated to diploma level or an equivalent level of education in Electrical, Mechanical, or Building Services Engineering.  

	EQ2 
	HNC or HND in Building Services Engineering or an engineering discipline (including an industrial placement) and ideally time-served as an Engineer/Apprentice Engineer  

	EQ3 
	Full Driving Licence  

	 
	 

	DQ 
	Desirable Qualifications – Technical, Vocational or educational: 

	DQ1 
	Educated to degree level or equivalent qualification 

	DQ2 
	Membership of a recognised built environment professional body  

	DQ3 
	IOSH Managing Safely, NEBOSH General Certificate or equivalent 

	EA 	Essential Attributes: 

	EA1 
	A clear understanding of the work programme and the contribution expected of you and your colleagues  


 
	EA2 
	A commitment to deliver the agreed work plan to the timescales and standards required  

	EA3 
	An understanding of the processes in place to deliver streams of work  

	EA4 
	An approach of 'no surprises please' - keeping your manager and others informed of the potential for significant change to the work plan - unexpected delays or outcomes, changes in resource requirements, an inability to gain commitment from other key contributors  

	EA5 
	A customer focused approach-an understanding of, and appropriate response to, the  expectations of the TfGM and external customers the role holder must work with 

	EA6 
	Personal behaviour that is in line with the TfGM statement of values and behaviours  

	EA7 
	An ability to work effectively with colleagues whose work will be impacted by your activities, and of those where you will be affected - managing the interdependencies  

	EA8 
	A commitment to manage and review your work on a regular basis 

	EA9 
	An ability to work without close supervision 

	EA10 
	Pride in consistently delivering work to required standards and deadlines 

	EA11 
	Able to make positive contribution to work teams 

	EA12 
	Punctual and attentive 

	EA13 
	Competent in adhering to TfGM policies, procedures and working practices 

	EA14 
	Prepared to assist others to manage fluctuations in workload 

	DA 
	Desirable Attributes: 

	DA1 
	Proven negotiation skills 
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