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Maintenance Manager
1. DEPARTMENT:
Building Services
2. REPORTING TO:
Deputy CEO
3. KEY RELATIONSHIPS:
Operations Manager, Operations Assistant 
4. LOCATION:
The Grand Theatre
Role/Purpose
	Responsible for providing day to day management of the maintenance and upkeep of Blackpool Grand Theatre (BGT) and associated buildings, ensuring that its special historic character is fully understood and protected by all working within it. 

Contributing to Aim 4 of our Strategy Map – to invest in the maintenance, development and accessibility of our theatre building with a commitment to reducing our environmental impact.



Duties and Responsibilities
	MAINTENANCE & MANAGEMENT OF THE BUILDING / PLANT / UTILITIES 
Ensure that the fabric and plant of BGT’s buildings are maintained to the highest possible standards of safety and efficiency
( With the Deputy CEO, develop plans to ensure efficient long-term maintenance schedules for the fabric, plant and assets, including replacement. 

( Liaise with other colleagues on maintenance issues, ensuring works are scheduled to reduce impact on the other teams where possible. 

( Oversee the day-to-day maintenance of the building, with direct supervision of the Operations
 Assistant. 

( Carry out regular inspections of the buildings and take/organise remedial action if and where required. 

( Input into the appointment of, and liaison with, external contractors, obtaining quotes, managing contracts, ensuring contracts are fulfilled and confirming timely renewals and tenders. 

( Work closely with the Deputy CEO, Operations Manager and Finance Team to monitor service contracts, utilities and consumables, ensuring that we obtain the best value. 

( Take a leadership role in areas of environmental sustainability and promote carbon reduction initiatives wherever possible. 

( Act as a key-holder and provide an occasional on-call response (along with the Operations team). 

ADMINISTRATION AND COMMUNICATION 

Manage the Building and Maintenance office systems in respect of finance, budgets, reporting systems, correspondence, records management, diaries and keeping appropriate records of meetings.
( Ensure timely company-wide communication related to all maintenance activity, including scheduling of maintenance work on the venue management software. 

HEALTH AND SAFETY 

• Have an awareness of, and comply with, Health and Safety at Work and work to BGT’s Health and Safety Policy.

• Assist with Health and Safety for in-house programmes, including data collection and input to the company's health and safety records. 

( Be a core member of the Health and Safety Group led by the Operations Manager. 

( Carry out, record and action internal Risk Assessments as required. 

( Be responsible for internal signage and notice boards ensuring that best practice and compliance with legal requirements is maintained – eg Fire Legislation, Health & Safety at Work Act poster, Insurance Liability etc. 

( Ensure that external contractors’ Risk Assessments, Safe Systems of Work and Method Statements are produced and actioned, and are appropriate for their activities and are reviewed prior to work commencing.



General

	• Be aware of other teams’ work, to help achieve BGT’s aims. Work well with colleagues across the organisation. 

• Support projects and events led by other teams (such as season launches). 

• Work to the Single Equality Policy of BGT and help to achieve the theatre’s diversity action plan. 

• Work to other guidelines, procedures and policies provided by the company eg GDPR. 

• Take part in working groups and training sessions as required. 

• Support BGT’s sustainability aims.



The Job description and person specification reflect the principal accountabilities of the post holder and identifies the level of responsibility at which you be required to work. It is not wholly comprehensive or restrictive and in the interests of effective working, many tasks may be reviewed to reflect changing needs and circumstances. Such reviews and any consequential changes will be carried out in consultation with the post holder.
Approved by:
Colin Johnston


Date:  5 January 2022

Person Specification
	

	Post Title:
	Maintenance Manager

	Department:
	Building Services

	
	

	
	


Note: 
E denotes essential criteria / D denotes desirable criteria

	Education and Qualifications
	E/D

	· GCSE (A* to C) in English or Maths
	E

	· Higher or Further Education qualification
	D


	Knowledge
	E/D

	· Artifax venue management software
	D

	· MS Office 365
	E

	· Theatre operations
	D


	Skills
	E/D

	·  Demonstrate great attention to detail
	E

	·  Excellent communication and interpersonal skills
	E

	·  Excellent IT and organisational skills
	E

	·  Willingness to learn new skills
	E

	·  Ability to implement new systems and processes
	E

	·  Self-motivated with a systematic approach
	E

	·  The ability to problem solve 
	E

	·  Budget management
	E


	Experience
	E/D

	· Building maintenance experience 3 years minimum
	E

	· Time-served tradesperson eg joiner or plumber or decorator or electrician
	D

	· Worked in theatre or arts venue
	D

	· Worked in heritage building
	D
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