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	Job title
	Regional Facilities and Property Manager

	Job number
	
	Grade 
	7TP

	Directorate 
	Asset
	Department
	Facilities

	Reports to
	Head of Facilities
	Date effective
	Jan 2026



	Purpose

	The Property & Facilities Manager is responsible for the operational, financial and compliance management of a mixed commercial property portfolio, combining both traditional property management and full facilities management responsibilities. The role ensures that all assets — internal office environments and externally managed commercial buildings — are occupied, maintained, safe, efficient and performing to their maximum potential.
A key part of the role is the oversight and performance management of the external managing agent appointed to manage commercial buildings. This includes ensuring the agent delivers services in line with contractual obligations, provides accurate and timely information, and maintains the asset to the required standard.
The role works closely with clients, landlords, tenants, contractors and internal teams to deliver business plans, service charge budgets and management contract requirements. The Property & Facilities Manager reports directly to the Head of Facilities and collaborates with senior colleagues across the organisation.




	Key responsibilities/ deliverables

	

1. Managing the External Managing Agent
· Oversee and performance‑manage the appointed managing agent responsible for external commercial buildings.
· Ensure the agent provides timely, accurate and complete information relating to occupancy and lease status, maintenance, compliance, financials and tenant matters.
· Review and challenge the agent’s operational delivery, service charge management, contractor performance and adherence to lease obligations.
· Ensure the managing agent maintains the asset to the required standard and presents the site professionally at all times.
· Act as the client‑side representative, ensuring the agent complies with management contracts, KPIs and reporting requirements.
· Produce documentation for the procurement of the new managing agent
2. Tenant & Stakeholder Management
· Monitor tenant satisfaction, retention and opportunities for additional business.
· Review new lease and tenant proposals to ensure compliance with corporate policies and that financial return is acceptable.
· Resolve tenant, customer and supplier issues promptly and professionally.
· Conduct inspections of occupied units to ensure lease compliance and issue repair notices where required.
· Act as a key point of contact for tenants, clients, accountants, solicitors, asset managers and contractors.
· Manage key handovers for new occupiers and vacating tenants in line with client processes.
· Monitor the repairs for both tenants and residential tenants who are impacted by any defect

3. Financial & Service Charge Management
· Manage expenditure across each site to ensure budgets are achieved and financial objectives met.
· Prepare, manage and reconcile service charge budgets, ensuring accurate billing and compliance with statutory deadlines.
· Maintain accurate tenancy schedules and key dates.
· Ensure lease agreements and financial transactions, service charge and insurance payments are recorded promptly in company or client systems.
· Liaise with accounts teams to ensure timely invoicing, rent collection and recovery of ad hoc charges.
· Liaise with insurance teams to ensure relevant costs are invoiced and recovered in accordance with the lease provisions for each property
· Work with litigation solicitors and accounts teams to manage debtors and report issues affecting asset strategies.
· Reduce client costs wherever possible and ensure tenant‑recoverable charges are billed appropriately.
4. Facilities Management & Compliance
· Manage maintenance contracts and contractor performance for internal office environments.
· Conduct regular site inspections of common areas, ensuring statutory compliance and mitigation of landlord liabilities.
· Maintain detailed health and safety records and ensure timely completion of required actions.
· Manage asbestos compliance, including maintaining registers and ensuring surveys and management reports are up to date.
· Prepare and implement planned maintenance and refurbishment programmes for common areas and individual units.
· Manage landlord utility contracts and sub‑metering arrangements.
· Ensure invoices are reviewed and approved promptly.
· On call duties
5. Operational Property Management
· Ensure properties are managed to their maximum efficiency and present to a high standard.
· Control tenant activities and maintenance contracts to protect and enhance asset performance.
· Ensure company policies, procedures and guidelines are followed and promoted across the business.
· Support colleagues across the property and asset management teams as required.
· Assist with acquisition and disposal of assets on behalf of clients and the company.
· Manage property and public liability insurance requirements, including recovery of premiums and handling claims.
· Deliver effective business rates mitigation strategies for vacant properties.
6. Reporting & Governance
· Provide timely and accurate reporting to the Head of Facilities, including:
· Occupancy analysis
· Financial performance updates
· Debtor positions
· Service charge expenditure
· Meeting reports
· Management initiatives
· Ensure all reporting supports governance requirements and client expectations.




	Line management

	Direct reports: Facilities Officer

Indirect reports: Facilities administer

Organisation chart



	Key internal contacts

	



	Key external contacts

	· Works closely with: Managing agent, clients, landlords, accountants, solicitors, asset managers, contractors and internal FM colleagues.




	Operating environment/dimensions

	Customer base:	Staines

Job persona:			Site based

Delegated authority limit:	£10000

Budget:  

DBS level:			Basic

Contract management:  

KPIs:

Mandatory training:


	



	Qualifications and training
	Essential
(Y)
	Desirable (Y)

	Educated to GCSE level or equivalent in Maths and English (Grades A*- C)
	Y
	


	Accredited IOSH managing health and safety
	Y
	

	Knowledge and skills
	
	

	Knowledge of how health and safety relates to managing an office and the facilities function.
	A/I
	

	Experience of staff management  
	A/I
	

	Comprehensive understanding of facilities management and managing a building  
	A/I
	

	An understanding of leases and lease obligations
	A/I
	

	Experience of budget responsibility up to £250,000
	A/I
	

	Experience of tendering and managing for third party suppliers.
	A/I
	

	Behaviours for success

	[bookmark: _Hlk186723272]Influential
· 

	Future focused
· 

	Engaging
· 

	Resilient
· 

	Performance focused
· 



This job description outlines the main responsibilities and requirements of the job.  Colleagues are expected to comply with reasonable management requests to carry out additional or alternative duties.
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