
 
 
Job Description 
 
Job Title:  Facilities Manager  
Reporting Line:  MD UK 
 

 
VICE is the world’s preeminent youth media company and content creation studio. Launched in 
1994, VICE now operates in over 30 countries and distributes its programming to hundreds of 
millions of viewers across digital, linear, mobile, film and socials. VICE includes an international 
network of digital channels, a television and feature film production studio, a magazine, a record 
label, an in-house creative services agency, a book-publishing division and a new 24-hour TV 
channel, VICELAND, launching in in the UK and Ireland in September 2016. 
 
 
The Role 
The Facilities Manager role will encompass the arrangement, management and regulation of the 
running of the office. The main purpose of the role is to ensure the company is running safely 
and efficiently. This is achieved through liaising with various departments’ particularly HR, 
Accounts and Front of House.  
 
You will oversee budgets, safety, security and several other areas so you need to be observant 
and commercially savvy. You will work to ensure the business maintains a high productivity 
level. You should also have experience in managing complex internal office moves. 
 
Overall responsibilities: 

 Implement quality assurance measures 

 Risk management and assessment, ensuring the office is a safe place to work and we are 
compliant with health and safety laws 

 The organisation and maintenance of office and kitchen supplies  

 Dealing with matters regarding to the day-to-day supervision of the office including 
security 

 Overseeing the office, dealing with contractors and suppliers to ensure building 
maintenance, office insurance and security guards are compliant 

 Alongside the HR, responsible for complying with Health & Safety regulations, carrying 
out risk assessments, training staff in procedures and in Fire Safety procedures 

 Manage the Office Manager and front of house team effectively, ensure they are 
working to a high standard and be involved in their career development, delegate tasks 
when necessary 

 Alongside the Head of HR and Head of Technical Operations lead and implement  a 
business continuity plan 

 Maintain an office budget and keep a tight rein on cost control 

 Management of key suppliers, negotiating costs and reviewing contracts regularly 

 Project management of office moves and re-organisation 



 Research costs for hotels, flights for staff, oversee travel arrangements for staff 

 Manage the Office Manager and indirect management of Front of House team 

 Cover reception at rare but ad hoc times 
 
 
Additional responsibilities: 

 To undertake such other tasks including general administrative duties as may be 
required from time to time 

 To be an ambassador for the business at all times 
 
Skills: 

 You will have demonstrable experience within an Operations Manager/Facilities role, 
within a large organisation 

 You will be qualified as a fire warden 

 Be professional 

 Be able to communicate effectively 

 Be detail oriented 

 Have good technical knowledge of the business industry 

 Be able to work flexible hours and days 

 Have excellent management skills 

 Be able to apply critical thinking skills 

 Have good IT skills 

 Be able to manage teams 

 Be able to work with minimal supervision 

 Excellent organisational and coordination skills 

 Proactive approach to work, anticipating issues and always thinking two steps ahead 

 Confident, with strong interpersonal skills and ability to converse and liaise at all levels 

 Excellent attention to detail, especially when employing individual processes and 

procedures 

 Competent writer of business correspondence, including companywide emails to all staff 

 Capable of recognising problems and, with support, demonstrating a hands on approach 
to problem solving 

 Ability to cope with conflicting demands and to prioritise tasks 

 Ability to work independently whilst retaining team focus 

 Ability to work in a pressured environment, meet tight deadlines and remain calm 
 
To apply please email a brief cover note and CV, with the reference “Facilities Manager” in the 
subject line to: ukrecruitment@vice.com 
Please include your notice period and salary expectations in your application. We look forward 
to hearing from you! If you do not hear back from us within one month of applying then 
unfortunately your application has been unsuccessful. Thank you once again for applying and we 
wish you success in your future career. 


