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Parish Facilities Manager 
 

For the Catholic parishes of  
Holy Family, East Nottingham  
and Our Lady’s and Holy Cross,  
Bulwell and Hucknall 

 
Job information and application pack 

 
Introduction 
An exciting opportunity has arisen for a part-time Facilities Manager, covering Catholic parishes in Nottingham.  
 
Holy Family Parish is on the east side of the city and has three sites in close proximity 
Our Lady’s, Bulwell and Holy Cross, Hucknall are two neighbouring communities served by the same Parish 
Priest and team.  
 

Who will you be working with? 
• Breege Chapman & Maria Cummins; Parish Administrators for Our Lady’s and Holy Cross 
• Diane Williams; Community Coordinator in Holy Family Parish 
• Fr Joe Wheat; Parish Priest for Holy Family.  
• Fr Richard Hardstaff; Parish Priest for Our Lady’s and Holy Cross 

 
Each parish has a team of people involved in leadership and ministry who all help the parishes to be busy and 
vibrant communities.  
 
The Diocese of Nottingham has a central Property and Health and Safety department who are always on hand 
to advise when called upon.  
 

What will you be doing? 
The Job Description below gives full details, but in summary, this job is being created to free the current parish 
administrative staff from the workload associated with maintaining and improving our buildings. The parishes 
have established volunteers and professionals that can be called on for specific jobs, but the Facilities Manager 
will take on the important task of coordinating the building and grounds maintenance, ensuring that all statutory 
Health and Safety checks are carried out and keeping the buildings and grounds in good order by identifying 
and resolving issues as they arise.  
 
The 18 hours of the role will be worked flexibly across all sites, responding to need and priority. Once a fortnight, 
there will be a meeting with the Parish Administrator (Our Lady’s & Holy Cross) and Community Coordinator 
(Holy Family) to plan works and coordinate all tasks.  
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Our buildings 
 
Holy Family Parish 
• St Augustine’s on Woodborough Road; church, hall, convent and self-contained flat (let to a tenant) 
• Our Lady & St Edward’s in St Anns; church and community meeting rooms 
• Sacred Heart in Carlton; church, presbytery and community centre 
Our Lady’s Bulwell 
• Church, community centre and presbytery 
Holy Cross, Hucknall 
• Church, community centre and presbytery (let to tenants) 

 
 

 
 

  



3 

 

Job Description 
 

Job Title: Parish Facilities Manager  
Responsible to: The Diocesan Trustees, through the Parish Priests and Chairs of the Parish 

Pastoral Council.  
Day-to-day management of the role will be discharged by the Parish 
Administrator (Our Lady’s and Holy Cross) and the Community Coordinator 
(Holy Family) who will jointly manage the role.  

Hours 18 hours a week, to be worked flexibly according to need and monitored by 
time sheets 
Tuesday morning fortnightly planning meeting 

Salary  £15.00 per hour (Real Living Wage + 25%) 
  
 
Job purpose 
To work with parish leadership and volunteers to manage the day-to-day maintenance of all parish 
buildings and grounds 
 
Key tasks 

1. To work with the Parish Administrator, Community Coordinator and Parish Priests to manage the 
day-to-day maintenance of the parish facilities.  

a. Provide building and project reports to Parish Pastoral Councils when required 
2. To work with parish volunteers and to liaise with contractors and Diocesan Property department 

when necessary.  
3. Coordinate and work with volunteers to maintain the good appearance of site gardens and public 

areas.  
4. Support the Parish Administrator, Community Coordinator and volunteers to complete risk 

assessments for buildings and activities.  
5. Coordinate all statutory H&S checks on parish facilities, carrying these out where possible, using 

the online Safety Tool Box Management System to record all checks.   
a. Annual 

i. Health and Safety Risk Assessment 
b. Monthly  

i. Legionella tests 
ii. Asbestos inspection 
iii. Visual building inspection 
iv. Visual check of fire extinguishers 

c. Weekly  
i. fire alarm tests 
ii. emergency lighting tests 

6. Carry out low-level repairs and maintenance where possible. 
7. Organise and liaise with outside contractors for maintenance and, where necessary, statutory 

checks.  
a. Annual boiler / heating 
b. Annual gutter checks 
c. PAT testing every two years 

8. Attend community facilities where necessary to liaise with and support external bookings.  
9. Adhere to H&S guidance and policies at all times. Work in accordance with Diocesan Safeguarding 

guidance.  
10. Liaise with others fulfilling similar roles in the Diocese, taking opportunities for mutual support and 

networking  
11. Undertake training and development opportunities related to the post as agreed with the Parish 

Administrator and Community Coordinator 

N.B. These lists are not exhaustive 
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12. To carry out any other reasonable duties within the overall function commensurate with the 
grading and level of responsibility of the post and reasonably requested by the Parish Priests 
and/or Parish Administrator and Community Coordinator 

 

At all times the post holder is required to work to and within the Mission Statement and policies of The 
Catholic Diocese of Nottingham and to have regard to the teachings of the Catholic Church.  
 

Person specification 
 

Attributes 
 

Qualifications • GCSE (or equivalent) Maths and English 
• A relevant trade qualification would be advantageous 

(electrical, plumbing, heating engineering, joinery, H&S) 
• UK Driving licence (essential) 

Experience • Facilities management and maintenance 
• Awareness of H&S legislation 

Personal qualities • Trustworthy 
• Flexible 
• Polite 
• Professional 
• Positive attitude 
• Learns and adapts easily 
• Friendly 
• Reliable 
• Presentable with awareness of good personal hygiene 
• Self-motivated and able to work unsupervised 
• Ability to problem solve 

Job or technical knowledge/skills • Effective use of IT applications such as email, on-line recording 
etc 

Administration and organisational 
knowledge/skills 

• Accurate 
• Methodical 
• Ability to prioritise work 
• Able to work to deadlines 
• Ability to work as part of a team and encourage collaboration 

Communication skills • Clear speech/voice 
• Legible handwriting 
• Letter and email writing 
• Ability to communicate with a wide variety of people of all ages  
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Terms and conditions 
The Trustees of the Diocese of Nottingham are the employer, and discharge all functions related to pay, 
pension scheme, sick pay and all employee contracts and policies.  
 
Hours of work; 18 hours per week. The post requires flexible working with fortnightly planning with the Parish 
Administrator and Community Coordinator 
 
Place of work; The role involves work across two parishes, comprising 5 sites in close proximity.   
 
Salary; £15 p/h (Real Living Wage + 25%) Travel between sites will be reimbursed at 45p p/mile 
 
Line manager;  For all operational matters; The Parish Administrator and Community Coordinator 
   For employment issues; Diocesan Chief Operating Officer 
 
Safe recruitment; The Diocese of Nottingham is committed to the safeguarding of children and vulnerable 
adults. Safe recruitment processes will be followed at all times.  

 
Recruitment 
Closing Date; 12 noon on Monday 8th April 2024 
Interviews; 24th April 2024 

 
 
 

What do we offer you? 

• Two busy and vibrant parishes at the forefront of community development  
• Well established parish leadership with strong working relationships 
• Supportive and skilled colleagues and volunteers 
• Opportunities to develop your skills 
• Secure and ethical employment 
• A real desire to collaborate across the parishes 
• A determination to serve our local communities and present attractive, safe and 

well-maintained community facilities 

 
So … 
If you are  

• Looking for an exciting, pioneering and challenging role 
• Willing to work as part of a team, lead others and take initiative when necessary 

 
 

Then this role is for you 
 

For further information or to arrange a visit to explore the role, 
contact Diane Williams on 0115 9118266. ccen@dioceseofnottingham.uk 

mailto:ccen@dioceseofnottingham.uk

