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Job Description 
	Job Title
	Compliance Officer (Schools)

	Grade
	Band G

	Reporting To
	
Senior Facilities Manager (Schools)

	JD Ref
	REG0089G


	 
Purpose
To provide support regarding compliance issues within the educational asset management service. The post holder will be responsible for recording and collating data on a range of systems and supporting on a range of compliance matters across the educational settings.  
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.

Service specific duties & responsibilities:
· To develop systems and supporting procedures to ensure legislative compliance standards, policies and strategies are disseminated throughout the Council and responsible for ensuring all forms of monitoring are undertaken and reported upon.
· Support the Senior Facilities Manager (Schools) and other specialist asset management officers in the successful delivery of their roles including assisting in the administration of specialist service contracts.
· To assist the Senior Facilities Manager (Schools), in managing the Councils Education Asbestos Register and database and ensure the Council acts within its duties as the ‘Responsible Body’.
· To answer queries, advise and give assistance to other officers of the Council and appropriate outside organisations on matters for which they are responsible. 
· Having day to day responsibility for planning and supervising monitoring and inspection visits, including the transfer and management of information to relevant databases. Ensuring priority risk assessments are completed in support.
· To ensure compliance with ISO accreditation procedures and any other approved accreditation/quality systems. 
· Support the asset team with day-to-day management of school’s compliance.
· Working across departments to improve compliance in Wirral Council school buildings.
· Working with schools PFI provider in resolving compliance issues.
· Assist in advising Client departments on all aspects of compliance management.
· To contribute to the development and implementation of the School Asset Management Plan.
· Cross supporting other officers to ensure the overall service provided by the team is continuous and seamless, typically but not limited to supporting other statutory inspections
Communication, Engagement and Training: 
· Provide advice and guidance, to headteachers, school business managers and caretaking staff on services, policies and processes including non-routine enquiries to ensure that correct procedures are being applied.
· Assist in the training and mentoring of colleagues to help to alleviate complaints and legal challenges.
· Develop constructive working relationships with colleagues and customers.
· Deal with the daily message board for all contracts, to resolve issues quickly.
Data Analysis and Decision-Making: 
· Maintaining systems and processes in support of Statutory or Legal compliance, typically but not limited to Asbestos, Water Hygiene, Passenger and Goods Lifts, Local Exhaust Ventilation Systems (LEV), Legionella, Pressure systems and Fire Related equipment.
· To maintain the Concerto database for information and retrieval systems including ‘Water Hygiene’, ‘Asbestos’, Fire Safety, Gas Safety, Air Conditioning & Heat Pumps etc. and monitoring of control procedures etc.
· Use information within Concerto to ensure that correct rates have been used, spot unusual trends and anomalies. To investigate and address any issues identified to make savings to the Council where possible. 
· Resolve queries relating to concerto orders and ensure the relevant officer is notified of any non-compliance reports.
· Escalate complex problems to line manager. 
· Regularly operate and maintain business support systems (electronic and manual). 
· Routinely process financial, personal and confidential data.
· Co-ordinate Planned Preventative Maintenance (PPM) orders/schedules and ensure contractor issues are dealt with in a timely manner

Compliance: 
· Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
· To work closely with the Asset Management team to ensure that appropriate buildings are included in contracts and to exclude any Council owned buildings that are leased to an independent company. To maintain records of which buildings are within Council control and which have transferred.
· Ensure that business transactions and document management is timely, accurate and in compliance with Council policy and procedures and legislative requirements.
· Contribute to the development and improvement of business support/systems by sharing ideas, identifying problems and offering possible resolutions.
· Support finance colleagues to monitor and reconcile budgets with due regard to confidentiality (and safeguarding).

[bookmark: _Hlk142571170]Other: 
· Any other duties commensurate with the grade. 

[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· ONC/HNC in building studies or equivalent.
· 5 GCSE’s grade A-C (or Equivalent) in Maths, English and a relevant Science subject.

Desirable
· P405 qualification in Asbestos Management.
· P901 qualification in Water Hygiene or equivalent.

Knowledge & Skills
· Ability to produce documents using IT system, including Microsoft Word and Excel. 
· Ability to compile written agendas, reports and minutes and wide variety of documents in clear and grammatically correct English.
· Ability to efficiently maintain manual and computerised administrative systems. 
· Ability to communicate effectively both orally and in writing.
· Have organisational and time management skills. 
· Ability to prioritise varying workloads and deal with high volumes of work whilst still maintaining a high-quality service. 
· Ability to produce accurate work of high quality within strict deadlines. 

Desirable
· Knowledge of Asbestos and Asbestos Regulations (CAR 2012,HSG264).
· Knowledge of Water Hygiene L8 Regulations (ACOP’s and HTM 0401).
· Knowledge of The Regulatory Reform (Fire Safety) Order 2005.

Experience
· Experience working in administration. 
· Extensive experience in the maintenance of building or engineering services.
· Experience in a property and/or a facilities management environment.
· Experience in collating and organising large numbers of documents and undertaking detailed research/report writing and pulling together information via Microsoft Excel. 
· Experience of working well as part of a busy team and using own initiative and without supervision.
· Experience of working in a customer focused and professional environment.


Desirable
· Experience working for a local authority.
· Experience of liaising with school staff, Police, Social Care, Health, Schools and other agencies.
· Experience in computerised maintenance management systems as applied within Estates.
· Experience of developing and managing systems.
· Experience of leading on specific projects using own initiative.


Additional Information
Ability to travel across the Borough and work from various locations. 
Work hybrid, with a flexible working approach to accommodate service needs.
Expected to work from a fixed location (subject to change).
On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.
Health & Safety Considerations: 
· Prolonged Repetitive Movements/Actions
· Lone working
· Working outside
· Work with VDUs (Video Display Unit) (>5hrs per week)
· Exposure to persons with challenging or aggressive behaviour
Approved By: Simon Parrott – Senior Facilities Manager (Schools)
Date Of Approval: March 2026




2

[image: A blue circle with white outline and a rocket and a person in a circle

Description automatically generated]

image2.jpeg




image3.png
#BETHE:
iDIFFERENCE:





image4.svg
                                                                                                                   


image1.png
©@ 00 O

ACCOUNTABLE AMBITIOUS RESIDENT PROFESSIONAL
FOCUSED




