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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE: 


Estates Officer
SALARY: 


Starting at £30,266 - £33,579 per annum 
LOCATION:


Inverness Castle Experience
HOURS:


35 hours per week 
HOME WORKING 

This post is not suitable for home working
RESPONSIBLE TO: 

Estates Manager
JOB PURPOSE:
To supervise and oversee the day-to-day running of the maintenance department, plan the maintenance schedule for the Inverness Castle Experience maintenance team, any external contractors and other High Life Highland facilities as and when necessary. Support the Estates Manager and Principal Estates Manager in the delivery of the annual maintenance programme for Inverness Castle Experience and when required across High Life Highland.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Actively promote a positive and collaborative workplace culture that supports the Charity’s purpose of Making Life Better and i-care values to increase morale, productivity and performance.
2. All aspects of managing the maintenance department with appropriate processes and procedures in place, to support Inverness Castle Experience.
3. Responsible for all aspects of the management and smooth running of the Maintenance Team and adhering to all relevant legislation. 
4. Manage and report on departmental maintenance budgets.
5. Ensure adequate cover for the maintenance department, at all times and in line with current legislation.
6. Maintain all areas of the Inverness Castle Experience in line with High Life Highland (HLH) agreed expectations.
7. Ensure all orders for maintenance spares etc. are placed and deliveries checked in and signed for accordingly

8. Ensure that adequate spares are held on site and to ensure that stock is appropriate and monitored in line with HLH requirements.
9. Ensure all contractors and staff working within Inverness Castle Experience comply with internal processes and procedures as well as relevant Health and Safety legislation in place at that time.
10. Be responsible for all Health & Safety matters, in relation to maintenance across the attraction, reporting directly to the Head of Inverness Castle Experience on any shortfall.

11.  Create and maintain a proactive planned maintenance schedule.
12. Devise and manage a call out system that covers emergency maintenance 7 days per week, ensuring we prioritise our customers at all times. 

13.  Assist with & lead on small works projects at Inverness Castle Experience.
14. Support the Inverness Castle Experience team in maintaining the content across the visitor experience or for specific events, reporting any faults or damage.

15. Pursue continuous professional development opportunities and contribute to the continuous improvement of the Inverness Castle Experience.

16. Lead on the Company’s environmental agenda, carbon reduction initiatives and assist with energy reduction planning for Inverness Castle Experience.
17. Support and train the wider High Life Highland team as needed
Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Updated:  May 2025
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students.
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:


Estates Officer
LOCATION:


Inverness Castle Experience
ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
EXPERIENCE 
· Experience of managing a team including responsibility for health and safety from an operational level (preferably within the hospitality, leisure or visitor attraction sector)
· Monitoring the effectiveness of health and safety policies, practices and procedures and implementing changes to make improvements
· Proven track record in delivering projects, managing a programme of planned and cyclical maintenance and managing contracts
· Hands on maintenance experience
· Worked within a large hospitality, leisure or visitor attraction (Desirable)
· Worked with specialist health and safety advisers (Desirable)
· Implementing health and safety policies, practices and procedures at organisational level (Desirable)
EDUCATION AND QUALIFICATIONS

· Full understanding of CDM regulations
· Attended certified Health & Safety Training
· Current Full EU Driving Licence

· Legionella Awareness (Desirable)
· Health & Safety Qualification such as NEBOSH or IOSH (Desirable)
SKILLS/ATTRIBUTES GENERAL

· Proven ability in the management of staff and leading by example
· Committed to delivering excellent customer service 
· Ability to demonstrate effective budget control

· Computer literate with experience of using different software packages, preferably Microsoft Office and committed to using  Information technology

· Ability to work flexibly including weekends and unsociable hours

· Be able to plan, prioritise and multi-task to achieve deadlines, remaining calm under pressure

· Have a focused “can do attitude” 
· Excellent written and verbal communication skills 


SKILLS/ABILITIES SPECIFIC TO THE POST
· Ability to work effectively and innovatively with partners maintaining productive working relationships


INTERPERSONAL AND SOCIAL SKILLS

· Good negotiation, facilitation and customer service skills 
· Enthusiastic and motivated, with the ability to advise, guide and motivate staff and stakeholders[image: image3]
