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Job description and person specification

	Job title
	Estates Officer (Maternity Cover)

	Location
	Based at Charlton House and working across Greenwich Heritage Trust’s portfolio of property as required

	Contract
	Fixed Term - 12 months with possible extension

	Hours
	35 hours per week which can include weekends and evening working. 

	Salary
	£30,000 per annum

	Reports to
	Head of Conservation and Estates 

	Direct reports
	Volunteers 

	Criminal Records Check
	Advanced

	Sector  
	Charity / Non-profit

	Role Type 
	Non-managerial

	Pension 
	Yes

	Leave
	Leave for full time employees is 28 days per year, including Bank Holidays, as well as TOIL for additional hours.  



	The Organisation

	Royal Greenwich Heritage Trust (Greenwich Heritage) was formed in May 2014 to manage and conserve the historic buildings and heritage assets in the Royal Borough of Greenwich. These include Charlton House & Gardens, the Museum and Archive Collections of the borough, Tudor Barn, Eltham, and various memorials across the Borough. Our purpose is to help people discover and enjoy the history and heritage of the Royal Borough of Greenwich and surrounding area; to conserve the heritage assets in the Trust’s care and ensure that these assets are shared with as many people as possible. Our regular activities include venue hire, public events, exhibitions, learning and participation and public access to Charlton House & Gardens.



	Main Job Purpose

	
Oversee and deliver a professional, responsive, proactive and customer focused services ensuring that the responsibility of the role is carried out in a way that reflects the standards, vision and values of the Trust. 

This is a proactive role for someone who enjoys working in heritage and understands the constraints of working in heritage buildings whilst maintaining a wide estate for the use and enjoyment of staff and visitors. 
 



	Key Activities

	
[bookmark: _Hlk105477182]We try to make our job descriptions as straightforward and accessible as possible. They’re not intended to set out every duty in detail, but to explain the key responsibilities so that you understand the nature of the job. How you go about doing it will be discussed and agreed between you and your manager on an ongoing basis.

Estates

· Make sure the efficient and effective maintenance of the Estates systems is carried out, including fire and security systems, lift, electricity, water, gas, AHU (air handling unit), heating and equivalents.
· Maintain property registers (compliance register and asset register) for the Estate, detailing inspection and compliance cycles, and make sure a paper trail of compliance documents is in place.
· Make sure all services and inspections required by statutory legislation are carried out annually and all records are saved appropriately.
· Assist in the coordination and monitoring of mechanical and engineering (M&E) tasks, minor works, and any project contract staff on site, working closely with the contract manager to help manage resources effectively.
· Make sure there is an efficient and timely response to repair issues across the sites. This includes identifying solutions, assisting with or carrying out minor repairs, or helping manage contractors to resolve issues. Maintain communication with relevant persons throughout.
· Make sure all estate equipment is maintained, inspected, and certified appropriately.
· Make sure planned preventative maintenance (PPM) work is completed on time and meets acceptable standards.
· Act as a keyholder and be registered for Emergency Call Outs.
· Maintain working relationships with contractor managers to support effective service delivery and value for money.
· Be the first layer of quality control on all work undertaken by contractors and escalate concerns as needed.
· Review contractor risk assessments and method statements (RAMS) and help make sure compliance with health and safety (H&S) standards is followed.
· Support the day-to-day delivery of service contracts including gardening, cleaning, Pest and waste management and ICT.
· Carry out CCTV footage monitoring and reviews to support internal and external investigations.
· Develop effective relationships and, when needed, support management in liaising with emergency services such as police and fire brigade.
· Make sure supplies and equipment required for emergency response and business continuity are available and maintained.

Health and Safety

· Make sure that contracts and working arrangements within your areas of responsibility follow site rules, health & safety regulations, CDM (Construction, Design and Management), and other legal requirements.
· Assist in preparing Permits to Work for management review and sign-off.
· Help make sure improvement actions from relevant reports (e.g. fire risk assessments, legionella risk assessments, asbestos surveys, health and safety audits) are tracked and followed up according to priority.
· Maintain accurate and up-to-date health and safety records.
· Act as a site First Aider and Fire Marshal.
· Help make sure regular fire drills, inspections, and records are completed and maintained. 
· Work with colleagues to make sure the buildings remain safe and compliant with health and safety legislation, including special consideration for listed buildings.

Conservation and Projects

· Help make sure the IMP (Integrated Management Plan) programme is in place and carried out effectively. 
· Record and monitor relative humidity (RH) and temperature readings regularly.
· Help make sure yearly condition surveys are undertaken and appropriately filed.
· Help make sure any works carried out are sympathetic to the historic status of the building and that materials used are suitable for its preservation.
· Support the Head of Estates and Conservation with Capital Works programmes, including helping with tendering bids and applications for listed building consent.



Administration

· Work collaboratively with colleagues and internal stakeholders to help meet Estates, maintenance, cleaning, conservation, and health & safety needs across departments.
· Keep and maintain records for all statutory testing, contracts, manuals, and other important documents.
· Produce reports for management if requested.
· Support the recruitment and onboarding of volunteers, including helping with inductions and contributing to risk assessments, under the guidance of management.
· Support the wider Trust team when required, which may include providing advice or assistance relating to health & safety, maintenance, activities, or conservation, to help ensure the safe and effective running of the buildings and protection of historic fabric.
· Undertake any other duties that may be reasonably requested in line with the responsibilities of the role




	General

	
In addition to the specific duties above, all RGHT employees should be aware of their responsibilities towards the following:
1. To work as part of a team and contribute to the overall aims and objectives of the Trust.
2. To champion and promote the values and behaviours set out in the Competency Framework and act as an ambassador for the Trust.
3. Demonstrate a commitment to on-going learning and development and to participate in any training relevant to the role and to improve performance against the Competency Framework.
4. To work flexibly in response to changing organisational needs and be willing to undertake any other duty in line with the level of the job as may be required the Trust. 
5. To operate in accordance with RGHT’s values, policies and procedures, including but not limited to, Health and Safety, Data Protection, Equality and Diversity and Child Protection.



This is a description of the job as it is presently constituted. It is the practice of RGHT to examine job descriptions from time to time and to update them to ensure they relate to the job as then being performed, or to incorporate whatever changes are required to reflect the organisation’s needs. This will be conducted in consultation with you. It is RGHT’s aim to reach agreement on changes, but if agreement is not possible, the organisation reserves the right to insist on changes to your job description, after consultation with you.

Dated: October 2025 


Person Specification 
	

Criteria
	Essential or Desirable

	Experience of at least 1 year in a facilities/estates role. 
	Essential

	Demonstrable experience of day-to-day facilities coordination including undertaking compliance tasks preferable in a historic setting.
	Essential

	Experience of Health & Safety management related to premises and contractors, such as carrying out risk assessments and site contractor inductions. 
	Essential

	Experience of working effectively without supervision whilst retaining focus and strong time management. 
	Essential

	Direct control / management of contractors.
	Essential

	Resource management & strong problem-solving skills including exceptional levels of planning and organisation and strong ICT skills.
	Essential

	A willingness and ability to travel efficiently and the flexibility to work outside of business when necessary.
	Essential

	Experience of the constraints and conditions of working in listed buildings, including an understanding of listed building legislation.
	Essential

	Experience of conservation monitoring including managing IPM and recording surveys. 
	Essential

	Experience working at a visitor attraction or similar venue ideally in a heritage setting. 
	Essential

	Evidence of delivering excellent customer care. 
	Essential

	Confident communicating with diverse audiences and dealing with operational challenges in busy environment.
	Essential


	Understanding of Health and safety requirements in a public venue. Willingness to learn and undertake training in Health and Safety. 
	Essential

	Technical ability – confident in use of Microsoft applications including Outlook and Excel.
	Essential

	Flexible, reliable and demonstrable commitment to continuing professional development.
	Essential
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