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Facilities Manager (Graduate)







	Function:
	Government and Energy UK & Ireland, Agencies & Property Professional Services

	Position:  
	Graduate Facilities Manager (Apprentice – Level 4 FM)

	Position holder:
	

	Date (in post since):
	

	Immediate manager 
(N+1 Job title and name):
	Facilities Manager

	Additional reporting line to:
	Senior Operations Lead

	Position location:
	Manchester, Glasgow, Belfast

	


	1.  Purpose of the Job

	To support the day-to-day operational delivery of integrated Facilities Management services across an allocated HMRC West site, while undertaking a Level 4 Facilities Manager Apprenticeship.

This is a development role designed to build the skills, knowledge, and experience required to become a fully qualified Facilities Manager. The post holder will work under the guidance of an experienced Facilities Manager, progressively taking on greater responsibility for site operations, compliance, stakeholder engagement, and service performance.

	



	2. 	Dimensions 

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· TBC
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	3. 	Organisation chart 

	













	4. Context and main issues 

	Operating within a complex, multi-service FM environment, the Graduate Facilities Manager will support the delivery of high-quality, compliant, and customer-focused services across a live operational site.

Key challenges include:
Managing and supporting multiple integrated services (Soft FM, Hard FM interfaces, EPOS/retail operations)
Maintaining high standards of health & safety and statutory compliance
Supporting delivery of contractual KPIs and SLAs
Responding to operational issues and service disruptions in a timely manner
Balancing operational delivery with structured apprenticeship learning and assessment requirements
Developing confidence in stakeholder engagement within a complex client environment

The role is site-based, and the post holder will be required to be based in or relocate to Manchester, Belfast, or Glasgow, with an expectation of attending site on a frequent basis (typically most days).



	5.  Main assignments 

	
Support the day-to-day delivery of site FM services including cleaning, reception, catering support, mailroom, porterage, and EPOS/retail operations
Assist the Facilities Manager in coordinating Hard FM, Soft FM, and supplier activity across the site
Conduct site walkthroughs and support monitoring of service quality and compliance
Support KPI, SLA, and performance reporting activities
Assist in managing contractors and service partners to ensure delivery standards are met
Support compliance with health & safety, statutory, and contractual requirements
Engage with site users and stakeholders to support issue resolution and service improvement
Contribute to continuous improvement initiatives across the site
Complete Level 4 Facilities Manager Apprenticeship learning, assessments, and EPA requirements
Apply learning directly into operational practice under supervision



	6.  Accountabilities 

	Delivery of assigned operational tasks across FM service areas
Support achievement of KPIs, SLAs, and client satisfaction targets
Compliance with statutory, contractual, and health & safety requirements
Accurate completion of operational records, reports, and apprenticeship evidence
Support contractor and supplier coordination activities
Contribution to operational risk identification and resolution
Engagement in structured learning and professional development activities
Progressive development toward independent Facilities Manager capability



	7.  Person Specification 

	Essential:
Degree educated or equivalent experience
Strong interest in Facilities Management, operations, or property services
Good communication and interpersonal skills
Strong organisational skills and attention to detail
Willingness to learn and take responsibility in a fast-paced operational environment
Ability to work effectively as part of a team and under guidance
Must be based at, or able to relocate to, Manchester, Belfast, or Glasgow
Must be able to attend site on a regular basis (typically most days), as this is a site-based operational role 

Desirable:
· Experience in customer service, hospitality, estates, logistics, or operational environments
· Understanding of health & safety principles or compliance environments
· Interest in sustainability, building operations, or facilities services
· Familiarity with data, reporting tools, or digital systems
· Previous exposure to managing tasks, projects, or stakeholder interactions



	8.  Competencies 

	
This section is for management job descriptions only



	9.  Management Approval

	
	Version
	1
	Date
	

	Document Owner
	






	10.  Employee Approval – To be completed by employee

	
	Employee Name
	
	Date
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