JOB DESCRIPTION 		

	Job Title
	FM Account Director

	Division
	Public FM

	Based at
	National

	Hours of Work
	40 hours per week

	Reporting to
	Business Director

	Salary
	65,000 – 70,000



Roll Overview
The Account Director will be responsible for developing a property portfolio that demonstrates the capability of OCS, creating environments that we are proud to showcase.  Through the development of strong client and Subject Matter Expert (SME) relationships, with regular communication being essential for a collaborative partnership, the Account Director will deliver environments that supports our colleagues wellbeing and staff retention, whilst ensuring that we are the partner of choice for our client.

It will be the responsibility of the Account Director to drive the performance of their Contract by overseeing the day to day Operational and Financial performance, ensuring that all agreed contract KPIs are delivered. 

Key elements to successfully carrying out the role will be:
· Delivering against contractual KPI Performance
· Client relationship management, and building trusted partnerships
· Financial accountability:
· P&L Management and delivering against budget targets
· Performance Management of all Service Lines
· Additional works (Quotations)
· Innovation & Added Value
· ESG Commitments
· People management, development and succession planning

Key Responsibilities and Accountabilities

QSHE
OCS is committed to the very highest standards with regards to all aspects of Quality, Safety, Health and the Environment. The job holder of this role will need to constantly demonstrate a similar commitment and ensure that all parties are working safely, in conjunction with the relevant QSHE advisor. 

Statutory Compliance
· Ensure all statutory requirements are met and that there are no exposures to health & safety issues
· Ensure statutory requirements are met within the framework of the contract and any delegated responsibilities are met on behalf of the Client
· Ensure all Compliance documentation is verified and stored for future reference

General
· Ensuring business policies and processes are effectively communicated and implemented within the contract
· Ensure the provision of healthy and safe working conditions and that Company health and safety policies and processes are effectively implemented across both OCS and sub-contractors’ activities and are regularly reviewed
· Ensure appropriate control systems to ensure statutory, policy and contractual commitments are met
· Ensure all staff training is relevant and up to date 


Operational Performance
Monitor and manage contract operational performance against the contractual SLA’s and KPI’s to ensure that no/minimal performance penalties are levied. Particular attention should be given to Concept data in the following areas
· On time PPM Completion
· Full compliance with all statutory articles as applicable under UK or relevant national statutes
· On time completion of all reactive tasks
· Quotations including closure of any unaccepted quotation after 30 days
· Timely completion of all remedial works
· Performance management in general
· Cleaning standards
· Security delivery
· Sub-contractor performance

Communication
Manage and develop people to promote high morale and motivation conforming to the basic management responsibilities set out in the company HR processes

· General meetings; agree frequency and ensure they are run professionally with Client team
· Preparation of an agenda, distributed at least 24 hours prior to meeting
· Minutes or actions recorded
· Records filed within the relevant folder on the company central drive
· Communicate clearly and positively with staff at all levels to create a focus on business goals and build an environment where all staff are valued for their contribution
· Dissemination of any company internal communications to the relevant teams and individuals
· Promote the importance of effective communication within the team

Record Keeping
Ensure all contractual documentation are filed in the agreed locations (hard & soft copies) in accordance with the contract filing system, including but not limited to Contract information, variations, billing models, cost models, QSHE information, MI, Invoices and quotes, Performance and Compliance information

Accounts Performance
Financial
· Budget management in line with agreed cost models
· Reviewing local performance against P&L
· Development of contract financial plans, including Life Cycle
· To meet with the finance team monthly to run through WIP/Aged Debt/P&L’s and any contract variations 

Commercial
· Ensure that a full understanding of the requirements of the Contract is established 
· Identify and manage any commercial risks in a timely manner escalating to the Business Director as appropriate
· Manage the delivery of all services in the assigned area to provide consistently high levels of performance that meet contractual obligations to customers and the strategic objectives of Atalian Servest
· Deliver agreed levels of customer service as a minimum standard and look for ways to continuously improve upon service delivery
· Build a network of close partnerships within the portfolio, developing strong account management and encouraging multi-level relationships between management teams and client teams
· Ensure that opportunities for the strategic development of the contract:
 
Client and Customer Satisfaction
· Service Quality and Delivery – did we deliver what we promised on time with minimal impact on business continuity
· Evaluate information on service delivery and implement a process for identifying a baseline and measurement on an on-going basis
· Development of working to Service Level Agreements:
Value for Money – effective cost management - cost within or met agreed budgets.  Pro-active and innovative approaches demonstrated
· Service Management – effective administration and billing 
· Good communication – responsive to the requirements and changes

Relationship Management
· Develop and maintain excellent client relationships based on open and honest communication
· Effective supplier relationships to ensure they operate as part of the ‘OCS Team’ and deliver high quality services
· Working with other Account Directors as part of SMT, to ensure the collaborative development of the business, effective team working, and support to colleagues

Person Specification
Qualifications
A suitable technical qualification, with a leadership role within a building services industry leader

Personal Attributes
· Adaptable to change
· Commitment to OCS success
· Flexible
· Creative and effective reaction to operational issues
· Confident in managing meetings and ability to articulate
· Ability to influence and hold a position in a debate
· Good Team Player & Manager
· Able to command credibility and be able to influence with all people/clients cross-organisation, board room to boiler room, suppliers & staff

Experience
Minimum 5 years in an Account Management or similar role within the Facilities Management industry (Self-delivering);
· Significant management experience operating within a multi-site/service sector environment (essential)  
· Hard Services experience (essential)
· Proven track record in delivering effective customer service whilst maintaining appropriate operating margins (essential) 
· Hard working, outgoing and confident team player, who takes pride in their work, capable of showing initiative and can think quickly and commercially on their feet
· Proven record of managing, motivating, developing and retaining a dispersed workforce both directly and through others
· Evidence of having led and achieved business growth

Skills
· Commercial and financial awareness in a client environment
· Experience at interfacing at all levels throughout an organisation
· PC Literate – understanding of how to use the technology as a tool
· Communication and presentation skills of high level
· Full UK Driving License 
