Job Title: Workplace Projects & Programme Manager
Role Purpose: To manage the Workplace Projects & Programme Team
responsible for providing a safe, compliant, professional, and comfortable
environment in all office environments occupied by Catalyst colleagues.

About the role
One of our core priorities across all parts of the business is delivering an excellent experience every time
to every customer, internal and external. Our values are: deliver on promises; give respect; be
accountable; show kindness. You will make them a central part of your work at Catalyst.
In this role you will be managing the team that provides a first-class service, creating and maintaining
working spaces that are safe and welcoming and where all customers, colleagues and visitors
experience the same high-quality environment regardless of location.
Your team will be responsible for the delivery of all planned and reactive maintenance programmes and
all capital and physical change projects works, working across all of Catalyst’s portfolio of workplace
environments.

In particular:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Lead, motivate and continually develop the Workplace Projects & Programme Team, taking
responsibility for recruitment, training, performance, and career development
Ensure safe working practices are always observed and report all Health & Safety matters in
accordance with Catalyst procedures
Use your project management skills to lead on capital works projects related to property
improvement,
Lead on projects and initiatives that improve the environmental performance and green
credentials of our workplaces, working closely with our Sustainability Team and others
Work with the Head of Workplace Strategy on the establishment of the workplace portfolio, and
the development of a highly effective workplace offer, providing value for money initiatives across
the portfolio
Liaise closely on programmes of work with colleagues who oversee the management of
community centre, regional and other offices to ensure consistently high quality environments for
all Catalyst colleagues
Liaise with Property Services and Health & Safety to regularly carry out building inspections
across the portfolio of office environments, ensuring a full programme of remedial works and
improvements are planned and adhered to
Work with Catalyst Communities and housing operations colleagues to ensure that touchdown
spaces established in community buildings and other locations are maintained in the same way
as a high-quality office environment
Manage the planned maintenance/compliance programme (Fire and Safety systems, HVAC,
M&E, passenger lifts, etc) for all locations within the office portfolio, working closely with Property
Services and liaising with external contractors
Manage programme of internal PAT testing
Lead a programme of workplace maintenance and repairs and decoration; carried out by
members of the Projects & Programme Team wherever possible, or by liaison with external
contractors
Take responsibility for the management of all physical security systems and contracts (Alarm
Systems, CCTV, Guarding)
Contract management of third-party cleaning companies employed across the workplaces
Responsible for waste management contracts (recycling, general and confidential waste)
Ensure all requests and queries received by the team are dealt with quickly and efficiently,
maintaining open communication and efficient administration always
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•
•
•
•

Develop and maintain contract management relationships with all other areas of responsibility
that are contracted out (grounds maintenance, pest control, etc)
Lead on internal office moves, including space planning, and the procurement of additional
fixtures, fittings, and equipment
Leading by example, demonstrating a willingness to “roll your sleeves up to get a job done, and if
necessary, hands dirty”
Liaise closely with the Workplace Services Manager, covering some duties in their absence, and
deputising for the Head of Workplace Strategy on occasion.

About you:
•
•
•
•
•
•
•
•
•
•
•
•

You will be totally committed to delivering excellent customer experience – embodying our values
every day in the way you deal with customers and colleagues
You will have multi-site facilities management experience
You will be qualified in workplace safety (NEBOSH/IOSH)
You will be experienced in project management and contractor management
You will have extensive people management experience and be skilled at maximising
performance and developing potential, and be able to motivate and unite a geographically
dispersed team
You will have excellent interpersonal skills and be a confident communicator
You will be personable, professional, proactive, and extremely flexible
You’ll have superb organisational skills and a flexible, positive, and enthusiastic attitude
You will be a confident user of all Microsoft applications
You will be able to quickly gain the trust and confidence of stakeholders at all levels
You will respond effectively under pressure and work on your own initiative
You will have a full clean driving licence, access to a vehicle and be willing to travel regularly to
all workplaces within the organisation

Colleagues are responsible for their own health and safety, ensuring a safe working environment
for everyone.
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