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Role: Estates Lead & Strategic Support Manager 

Business: Office of Public Guardian (OPG)

Location: National  

Grade: SEO

Salary:   £42,914

Contract Type: 12-month Fixed Term Contract 

Minimum Hours: 37 hours is the minimum hours required




Organisational Overview 

The Office of the Public Guardian (OPG) protects people in England and Wales who may not have the mental capacity to make certain decisions for themselves, such as about their health and finance. We are an Executive Agency of the Ministry of Justice (MoJ), set up in 2007 following the introduction of the Mental Capacity Act of 2005.

OPG is responsible for registering lasting powers of attorney (LPA) and enduring powers of attorney (EPA) and supervising deputies who are appointed by the Court of Protection.

OPG is a fantastic place to work offering a range of development opportunities.  The OPG is a disability confident employer and is committed to developing a supportive and inclusive environment that reflects the diverse community we serve.

OPG is currently delivering an ambitious transformation programme. This will change the way we provide services and help us meet the growing needs of our users, partners and our stakeholders. It will make sure our users experience a better level of support and will help us to respond to the changing needs of society. Transformation will ensure we can better support adults at risk and create high-quality services that are accessible and affordable.


Team Overview 

The Estates team sits within the Strategy and Central Services Directorate and has two separate teams present at both Embankment House in Nottingham and Victoria Square House in Birmingham. 
The OPG Estates and Health & Safety functions ensures the smooth and efficient operation of facilities management duties on a day-to-day basis. We manage this at both Victoria Square House and Embankment House and deliver essential services such as maintenance, property and leasehold, cleaning, and facilities management.  We also undertake Display Screen Assessments, order office equipment and ensure compliance with health and safety regulations.  Many of these services are business critical and we cannot safely open our offices without them. Other duties include such things as, working with and consulting with key contractors, and suppliers, raising orders for workplace maintenance, issuing of government passes to new staff members and providing facilities information via digital channels to ensure staff are kept updated.  

 
Duties and Responsibilities  

The job holder will be required to undertake the following duties and responsibilities:
· Line Management of one or more staff, lead, mentor and empower staff to deliver high quality Facilities Management, ensuring staff can contribute ideas, feel empowered to deliver services and to progress on promotion or within their role. 
· Be a visible leader, providing specialist advice in terms of health and safety and facilities to senior management and staff across the business when required.  
· Support the Head of Estates with the wider Strategic Estates workstreams which will include the Future OPG Estates Strategy.
· Support the senior leadership team and Project Board with the future estates move in 2029, contributing towards effective planning to ensure the right accommodation is found for OPG.  
· Effectively managing workplace services across both sites, working closely with the Government Property Agency (GPA) and partners to ensure any problems are challenged and managed to reach a quality outcome.
· Work closely with management at both sites to meet common objectives. 
· Function as Deputy in Line Managers absence, attending meetings and making decisions where necessary. 
· Adapt and challenge emerging issues in terms of the estates and health & safety functions.
· Mentor and empower where necessary to equip the team with the right tools to deliver their roles effectively and efficiently.
· Support budget holder in capturing relevant costs associated with estates work, including the wider projects.
· Initiative-taking management in terms of process around acquiring work orders with GPA Helpdesk and GPA Workplace Services
· Liaise and meet with key stakeholders including Government Property Agency to collaborate and discuss key workstreams, with the objective to achieve a quality outcome for all.
· Prepare and draft quality papers for senior leaders when required. 
· Work closely with Operations and Legal/IA teams when required. This includes further restack requirements and other facilities requests have been asked for and conducted in a timely manner.
· Participate in monthly performance reviews with GPA to delivery estates outcomes and discuss issues when needed to bring performance in line with expectation.
· Championing efforts within OPG to challenge, change and improve opportunities, attitudes, and behaviours to D&I.


Agreed Expectations 

The successful candidate will be expected to work from their base location on a weekly basis in line with current Civil Service requirements, outside of any reasonable adjustments.

The successful candidate will also be expected to travel to our Birmingham and Nottingham sites regularly. 


Skills & Qualifications


	Essential Skills
	· Strong leadership skills, including the ability to build and oversee diverse and inclusive teams.
· Experience in property and facilities management principles 
· Planning and organisational skills  
· Good understanding of wider OPG strategic priorities and how these fit with objectives and deliverables within Estates 
· Experience of health and safety management 
· Experience of estates risk assessment and risk management 
· The ability to develop team spirit to create a joined-up approach to achieving key work objectives. 
· Use of IT including excel and word.

	Desirable Skills 
	· Project Management skills 
· Membership of IWFM
· Briefing experience to senior management




Application process
 This recruitment will follow the Civil Service Success Profile process. Candidates will be expected to complete the following as part of the application:
[bookmark: _Hlk81550060]This recruitment will follow the Civil Service Success Profile process. Candidates will be expected to provide a Personal Statement of Suitability of no more than 750 words in support of your application based on essential criteria. 
· Behaviour statements of no more than 250 words against the following Behaviours, at Level 3
· Leadership
 
Should many applications be received, an initial sift may be under taken using the lead Behaviour:
· Leadership
Interview Process
[bookmark: _Hlk81550079]If you are successful at sift, you will be invited to an interview which will use the Civil Service Success Profiles. At interview, candidates should expect questions on:
· Strengths relevant to the role
· The following Behaviours at Level 3: 
· Leadership
· Delivering at Pace
· Communicating and Influencing
· 
All interviews will be held remotely via MS Teams.

Feedback will only be provided if you attend an interview.



Reasonable Adjustments

At OPG we consider all applications on the basis of merit and want you to feel able to demonstrate your full potential whatever type of assessment is used. If you require any reasonable adjustments for any aspect of the selection process, do not hesitate to get in contact with us.

As a Disability Confident organisation, we will offer a guaranteed interview to candidates with a disability who meet the essential criteria for this role. If you are applying for a role within OPG and would like to be considered under the Disability Confident Scheme, please indicate this in your application and let us know of any reasonable adjustments you may require during the selection process. 
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For further information on benefits of working for OPG, such as our Flexible Working Policy and a FAQ, please check the candidate information pack attached to this advert.


If your application for this role is unsuccessful, we may offer you an alternative role at the same or lower grade should one be available. 
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