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POST TITLE Facilities Maintenance Team Leader 
 

GRADE SCP 18 to 23 (£29,269 to £32,076 per annum) 
 

HOURS 37 hours per week; mostly Monday to Friday with some 
weekend/Bank Holiday and evening work required for events and 
to meet service demands.  
 

TYPE Permanent (following a successful 6-month probationary period). 
 

REPORTS TO Principal Administrator. 
 

SUPERVISES 1 x Full time (37 hours) Facilities Maintenance Officer 
2 x Part time (30 hours) Facilities Maintenance Officers 
 

 

IMPORTANT RELATIONSHIPS 

INTERNAL Council and Museum staff and Councillors. 
 

EXTERNAL General public, Business owners, District and County Council 
staff, contractors and suppliers. 
 

AREA OF 
RESPONSIBILITY  

To manage the council’s facilities team and oversee the 
management and maintenance of the council’s property 
portfolio.  
 

PERSON 
SPECIFICATION  

The person specification is a picture of skills, knowledge and 
experience required to carry out the job. It has been used to draw 
up the advert and will also be used in the shortlisting and interview 
process for this post. You should demonstrate on your application 
form how you meet the essential criteria. 
 

 

BENEFITS 

Annual Leave 25 days holiday, in addition to bank and public holidays  
(rising to 28 days after 5 years’ continuous service).  
 

Pension Local Government Pension Scheme. 
 

Continuous service  
 

Previous continuous service within Local Government will be 
recognised. 
 

Newton Abbot Town Council 

Facilities Maintenance Team Leader 

Job Description & Person Specification 
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BACKGROUND 

Newton Abbot Town Council is responsible for a wide range of property and assets 

including Newton’s Place - Community space and Museum, St Leonard’s Clock Tower, 

the Leat, Town Quay, Victoria Gardens, Golden Lion Square, Newfoundland Way Public 

Toilets, War Memorial, storage depot, public footpaths, allotments, street furniture and 

floral displays. In addition, the Council holds several community events throughout the 

year.  

The Facilities Maintenance Team Leader position is a new post and will play an important 

role in delivering a high standard of service to both visitors and residents.  The postholder 

will also have management responsibilities. 

PURPOSE OF THE ROLE 

To work within the parish boundaries of Newton Abbot and its localities, providing an 

enhanced and responsive level of service, resulting in improvement to the environment 

within Newton Abbot and any other areas as directed by the line manager. 

The position requires ‘hands-on’ operational experience combined with a flexible 

approach to meet the ongoing seasonal demands. The ability to be self-motivated and 

work unsupervised while leading a small team is a key requirement of the role. The 

successful applicant will have the physical ability to lift, carry and perform other physical 

tasks daily. This job description indicates only the main duties and responsibilities of the 

post. It is not intended as an exhaustive list. 

The Facilities Maintenance Team Leader will be expected to lead the team to deliver high 

standards of work and ensure safe and efficient working practices are adhered to. 

To ensure the security, maintenance and management of the Town Council’s property 

and assets. 

To ensure that all current statutory requirements are complied with under the Health & 

Safety at Work Act 1974.  

Team Leader Duties:  

The exact nature of the duties will be decided by the Council from time to time and may 

include some or all of the tasks listed below. Other duties may be added as considered 

appropriate by the Council. The job description may from time to time be amended by 

agreement, between the Council and the postholder. 

• Ability to plan rotas and work within the team on an administrative level, 

management level and on the ground physically cleaning and maintaining 

facilities. 

• Plan and prioritise an effective and efficient schedule of work. 

• Provide effective risk assessments, management and supervision. 

• Liaise with line manager to monitor delivery of services. 

• Hold ‘toolbox’ talks to promote a culture of safety and keep operatives updated 

on work-related issues as required. 
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• Regularly inspect and organise the preventive maintenance of property, 

buildings, equipment, land and machinery and arrange for the necessary 

repairs and replacements.  

• To maintain records of inspection and certification. 

• Liaise and organise external contractors to carry out repairs and maintenance 

of Council property and assets as directed. 

• Identify any training for the Facilities Maintenance team.  

• Undertake training and commit to undertaking a programme of continuous 

professional development relevant to the responsibilities of the post.  

• To ensure that the Council's various policies, procedures, financial regulations 

and standing orders are adhered to in carrying out all tasks and duties including 

adherence to the Council's Code of Practice relating to confidentiality. 

• Periodically provide a report to the Community and Heritage Committee on the 

work of the Facilities Maintenance Team. 

• Fire officer duties, to include regular testing and record keeping, liaising with 

contractors to ensure routine and annual inspections are carried out. 

General Duties 

• Litter-picking and waste bin emptying from various town centre locations. 

• Hedge and grass cutting. 

• Vegetation Control – using both automated equipment and specialist hot foam 

Weedtech machine, in addition to manual weeding, strimming and maintaining 

grassed areas and the town’s footpaths. 

• General maintenance and repairs to street furniture: seats, benches, finger 

posts, notice boards and information kiosks etc. 

• Carry out point of work risk assessments. 

• Use appropriate PPE and comply with Health and Safety. 

• Ability to drive a Council vehicle, (and keep in clean and tidy order) and operate 

machinery (for which qualifications will be required and training offered). 

• To carry out vehicle and equipment inspections and ensure they are fit for use. 

• To monitor stock levels of consumable items such as fuel, grit salt, graffiti 

remover etc. and arrange to replenish supplies in accordance with current 

procedures.  

• Clearing common areas, such as public footpaths, allotments, public spaces, 

(Golden Lion Square and Victoria Gardens), skate park, town quay, Leat, public 

toilets, including graffiti removal, where appropriate. 

• Help in setting up, running and dismantling Town Council events including the    

implementation of road closures in accordance with Chapter 8 requirements. 

• Deal with the public in a polite and helpful manner. 

• Attend training courses in accordance with identified training requirements. 

• Maintain relevant competencies and equipment certifications in accordance 

with training / equipment use requirements. 

• Being able to resolve problems efficiently. 

• Being discrete and flexible. 

• Being focused and self-motivated. 
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• Physically capable and possess a high standard of general DIY/maintenance 

skills. 

• All non-operational assets are maintained to the required standard. 

• To dispose of waste materials in a safe, hygienic manner from designated areas 

throughout the town. 

• To liaise closely with the line manager, attend meetings as necessary and 

undertake any other duties as assigned and that might reasonably be expected 

of this role. 

• To set-up the furniture in the community rooms in accordance with the building 

booking system. 

• In consultation with the Housekeeper, to clean any designated areas of 

Newton’s Place as required. 

• To be the principal key holder and respond to alarm call outs and other 

emergencies (i.e., reported building damage and attending out of hours 

repairs/alarms).  

• Be available as needed to assist with the smooth running and maintenance of 

security within the building, including locking, unlocking and setting and un-

setting alarms. 

• To work closely with colleagues across the council to create a culture of 
mutual support and to enable all council services to operate as one team. 

• To implement and support the council’s commitment to addressing 
environmental and climate change issues. 

 
This job description is not intended to be restrictive. The Council reserves the right to 
vary the duties within the responsibility of the grade of the post and the post-holder’s 
qualifications and experience in the light of changed circumstances. The post-holder 
will be required to adapt themselves to changing situations and be prepared to keep 
abreast of all new developments affecting their duties. 
 
Equal Opportunities 

The Council is committed to providing equal opportunities in the services it provides 

and in the way in which it employs people. This applies when developing plans, 

policies and strategies and when working with suppliers, contractors and partners. The 

Council will listen to all sections of the community and aim to provide services, which 

meet the needs of the whole community. 

 

The Council wants to make sure that everyone is treated fairly, regardless of gender, 

race, disability, ethnic origin, marital status, age, religion, parental or property status 

or sexuality. The Council monitors the way in which things are done to make sure that 

employees, potential employees, residents and visitors are treated fairly and without 

prejudice. 

 

Smoking in the Workplace 

Newton Abbot Town Council operates a smoke free environment. Smoking or vaping 

is not prohibited within the curtilage of its property, assets or vehicles.  
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Person Specification 

The role requires ‘hands on’ operational experience combined with a flexible approach.  

An occupational health assessment will be required prior to commencement of employment. 

 Criteria 
 

Essential Desirable How 
assessed? 

Education, Qualifications & Training 
 

1 A level or equivalent NVQ including passes in 
both GCSE English and Maths or equivalent 
ability or relevant experience. 

✓ ✓ Certificates/ 
application/ 
interview 

2 Full clean UK Driving Licence with categories 
B, B1, BE, C1, C1E 

✓  Document 

3 Qualifications or relevant experience in 
Facilities Management, Health & Safety e.g., 
IOSH/NEBOSH or equivalent 

 ✓ Certificates/ 
application/ 
interview 

4 Qualification or training in manual handling, risk 
assessments, Chapter 8: Moving Works 
Operative, First Aid, COSHH and plant 
equipment safety.  

 ✓ Certificates 

Experience 
 

5 Significant experience of managing a wide 
range of facilities and properties, including 
testing, inspection and maintenance regimes. 

✓  Application/ 
interview 

6 Experience of supervising a team. 
 

✓  Application/ 
interview 

7 Experience of working for a local authority.  ✓ Application/ 
interview 

8 Experience of developing positive working 
relationships with colleagues, councillors, local 
businesses and members of the public. 

✓  Application/ 
interview 

9 Experience of managing the public realm to 
ensure the safety of staff and the public. 

✓  Application/ 
interview 

10 Knowledge of statutory obligations in respect to 
building related issues (i.e.) fire risk 
assessments, asbestos, gas safety, legionella 
etc. (training provided to the right candidate). 

✓   

Skills, Abilities & Knowledge 
 

11 Ability to specify works to maintain and improve 
buildings and infrastructure and oversee the 
undertaking of these works by contractors and 
specialist. 

✓  Application/ 
interview 

12 Excellent time management and organisational 
skills and to be able to deal with conflicting 
demands 

✓  Application/ 
interview 
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13 A high level of initiative, self-motivating and 
ability to problem solve 

✓  Application/ 
interview 

14 Excellent communication skills both written and 
verbal. 

✓  Application/ 
interview 

15 Basic IT skills and knowledge of MS Office 
applications (e.g. Word and Excel)  

✓  Application/ 
interview 

16 Excellent people management skills including 
performance management, discipline and 
recruitment in accordance with Council policies. 

 ✓ Application/ 
interview 

17 Ability to remain calm and act diplomatically 
when dealing with the public. 

✓  Application/ 
interview 

18 Ability to develop excellent collaborative 
relationships with colleagues from all services 
for the overall benefit of the council. 

✓  Application/ 
interview 

19 Knowledge of practices of environmental 
sustainability and carbon reduction in relation 
to the management of facilities and buildings. 

✓  Application/ 
interview 

20 An excellent knowledge of the Health and 
Safety at Work Act 1974 and its practical 
implementation. 

✓  Application/ 
Interview 

21 Knowledge of the local area  ✓ Application/ 
Interview 

22 Appropriate knowledge and use of PPE ✓  Application/ 
Interview 
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