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Facilities Manager
Reports to: Head of Facilities
Direct Reports: 2 x Maintenance Officers 

Capital Theatres – Who we are
Capital Theatres is Scotland’s largest theatre charity. Our three distinctive venues in Edinburgh - Festival Theatre, King’s Theatre and Studio Theatre - offer over 700 extraordinary performances each year. From drama to dance, to musicals and family shows, live music and pantomime, we entertain and inspire audiences of all ages. We want everyone to have access to the arts in a way that works for them, whether that’s on our stages or out in the community. We are committed to nurturing everyone’s creative journey, supporting emerging talent and contributing to the future of the theatre sector.

Our vision	Comment by Charlotte di Corpo: Think this needs to sit under Who we Are and have all the info about the role below
To share extraordinary live experiences with everyone.

Our mission
To build a sense of belonging across our theatres by enriching lives through creative programmes and strong partnerships.

Our values
	We care
	We take a people-centered approach
We go above and beyond so everyone feels welcome
We are thoughtful, respectful and sincere

	We share
	We are collaborative, transparent and inclusive
We truly listen and respond
We are committed to widening access

	We dare
	We rise to any and every challenge
We are ambitious in outlook
We are courageous

	Together we deliver
	We have a ‘can do’ attitude and take pride in our professionalism
When we collaborate, there is unmistakable energy
We are trusted to deliver quality experience every time



Purpose of the role
The Facilities Manager supports the Head of Facilities in managing the day-to-day operational delivery of maintenance, environmental management, and contractor oversight across all venues. 
Direct line management of in-house technical maintenance team 
Carry out various repairs and planned preventative maintenance across all venues and technical disciplines (HVAC, BMS, Plumbing, Electrical, Joinery, Compliance) 
This role ensures buildings are maintained to the highest standards, safety compliance is upheld, and teams are coordinated efficiently to provide an exceptional experience for staff, visiting companies, and customers. It is a proactive, hands-on role with both operational and supervisory responsibilities. 
 

Main duties and responsibilities

1. Maintenance & Technical Services 
· Support and participate in the planning, implementation and monitoring of the Planned Preventative Maintenance (PPM) regime.  
· Work with the maintenance team to deliver day-to-day repairs, inspections, and technical checks, getting hands on when required. 
· Ensure statutory compliance, maintaining accurate building logs, inspection records, and contractor documentation. 
· Assist with managing specialist contractors (e.g., HVAC, electrical, life safety systems). 
· Identify maintenance issues proactively and prioritise works alongside the maintenance team. 
· Support capital improvement projects through coordination, scheduling, and ensuring contractors adhere to RAMS and H&S requirements. 
· Allocate and oversee workloads and operational priorities. 
· Encourage teamwork and professional development. 

2. Processes, Controls & Compliance
· Assist with enforcing all relevant Health & Safety, Environmental Health, Licensing and financial control procedures. 
· Support venue inductions for contractors and visiting staff. 
· Ensure accurate logging of faults, maintenance and compliance data. 

3. People Leadership 
· Motivate, support and guide the maintenance team. 
· Contribute to training, development planning, and regular performance conversations. 
· Promote teamwork, initiative, accountability, and a customer focused mindset. 

4. Minimising Environmental Impact
· Support delivery of sustainability plans aligned with the Theatre Green Book and CT’s net zero ambitions. 
· Monitor energy usage, waste reduction and environmental performance data relative to the buildings and services. 
· Identify opportunities for reducing environmental impact through improved building operation. 
· Make suggestions for capital improvements or changes in how we operate to reduce our environmental impact 

5. Capital Projects & Operational Planning
· Assist in planning and implementing works within the capital expenditure plan. 
· Ensure project activities are well coordinated with operational schedules. 
· Support budget monitoring, supplier reviews and cost effectiveness evaluations. 

6. Health and Safety 
· Assist Head of Facilities in their role as Health and Safety Officer; including audits, walk rounds, investigations, monitoring H&S and updating risk assessments 
· Deputise where require for the Head of Facilities health and safety role
 
7. Stage Door and Cleaning Services 
· Support and Deputise for Head of Facilities. 
8. Key Results Areas
· Providing a clean, comfortable, warm and safe environment for customers, staff and visitors 
· Champion a responsive service to customers, visiting companies and colleagues 
· Carry out a planned preventative maintenance and repairs across all sites 
· Manage & direct the in-house maintenance team 
· Management of contractors onsite 
· Supporting a responsive, solution focused service culture 
· Deputising for the Head of Facilities when required, including health & safety duties 
· Coordinating resources, staff and contractors to meet operational priorities. 
· Implementing accurate and consistent processes and controls 
· Assist with capital improvement projects 
· Contributing to environmental performance improvements, including energy, waste, and sustainability initiatives. 
· Ensuring all buildings and associated plant & equipment are kept in a safe, compliant, and fully operational condition. 

These main duties and responsibilities are indicative and not exhaustive. Other duties may be necessary to fulfil the purpose of the post. This job description may be periodically reviewed and revised by the CEO and the Board in consultation with the post holder.

Person specification
	Essential Experience
	Desirable Experience

	· Experience in building or facilities management within a complex, multiuse sites. 
· Practical skills and technical understanding across disciplines such as electrical, plumbing, HVAC, carpentry or similar.  
· Strong knowledge of Health & Safety legislation and safe working practices. 
· Ability to prioritise, plan and respond effectively in a fast paced, customer focused environment. 
· Experience supervising teams and coordinating contractors. 
· High standards of work quality, attention to detail and accountability. 
· Excellent communication and problem-solving skills. 
· Flexible, proactive and capable of working independently. 
· Proficient in Microsoft Office Suite applications, including Word, Excel, PowerPoint, SharePoint, and Outlook. Comfortable adopting and using new technologies, such as apps, databases, workflow management tools, cloud solutions, and mobile applications. 
· IOSH Managing Safely or equivalent 
	· Previous experience in venues, theatres, hospitality or arts environments. 
· Experience with building management systems (BMS) and digital maintenance platforms. 
· IET 18th Edition Electrical Installation
· Experience supporting capital or refurbishment projects.


	Essential Skills and Abilities


	· Excellent interpersonal and communicative skills
· Working Safely and leading by example
· Excellent written and verbal communication skills, with the ability to present information
· A good eye for detail and able to effectively problem solve
· Strong people management skills and the ability to delegate effectively, motivate staff and establish clear performance and service standards

	Knowledge, Attitude and Behaviours

	· Respect – treating everyone with courtesy & equality
· Integrity – acting with honesty, reliability and transparency
· Impartiality – fairness in all interactions
· Professionalism – maintaining high standards across all operations
· Sustainability – operating efficiently and minimizing environmental impact
· Collaborative style, working with other team members, contractors and the wider CT team
· A desire to achieve high quality results
· Knowledge of health & safety and compliance responsibilities



About you
We are committed to building an organisation that reflects the communities we serve across the City of Edinburgh and beyond. Our venues are for everyone, and we value teams made up of people with a wide range of backgrounds, perspectives, and lived experiences We do not discriminate on the basis of race, colour, religion or belief, gender or gender identity, sexual orientation, age, disability, or any other protected characteristic as defined by the Equality Act 2010.The opportunity to work with us is accessible to all, whatever your background or life experience, for example if you: 
· Are D/deaf, have a disability or a long-term health condition that affects day-to-day life
· Identify as neurodiverse, including dyslexia, dyspraxia, dyscalculia, ADHD, or being autistic
· Grew up in a household receiving Universal Credit or state benefits
· Have lived in council or social housing, or been on a housing register
· Have experienced homelessness or lived in sheltered accommodation
· Have experience of being in care at any point in life
· Have been a refugee or asylum seeker
· Are from the African, South, East and South–East Asian, Middle East, Latinx or North African diaspora, or have experienced racism 

If you require this job description in another format, or need adjustments to apply or interview, please contact recruitment@capitaltheatres.com. We will ensure you have the support and information needed to participate fully.



Main Terms and Conditions of Employment
Main Terms and Conditions of Employment

	
	Category
	Term

	1
	Tenure
	Full Time

	2
	Reporting to
	Head of Facilities

	3
	Salary
	£39k-£42k per annum

	4
	Hours
	[bookmark: _Int_akU9gDEu]Your salary covers a working month of up to 180 hours. Overtime is not offered but time off in lieu may be arranged at the discretion of your manager.  

	5
	Annual Leave
	[bookmark: _Int_i8uUFGfd]35 days per annum (inclusive of all statutory Scottish bank holidays), rising to 40 days after 10 years service
Holiday year runs from 1 April – 31 March

	6
	Probationary and Notice Period
	3 months 

	7
	Pension
	[bookmark: _Int_RiEh1RAr]The Company operates an auto-enrolment pension scheme with 8% employer contribution and 4% employee contribution after three months employment.
Option to increase through additional voluntary contributions

	8
	Place of Work
	Festival Theatre, Studio Theatre and King’s Theatre with occasional home working by agreement

	9
	Additional Benefits
	[bookmark: _Int_wlpbpogc][bookmark: _Int_FWH4q38C]The charity offers a number of discretionary benefits including:-
· Life assurance cover of 3x salary
· Free and/or discounted tickets for performances (subject to availability) and complimentary Friends membership
· 20% discount in the Festival Theatre Café 

	All other terms and conditions of employment are as detailed in the Employee Handbook
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