RYA Job Description

	Job Title:


	Facilities and Despatch Manager



	Reporting To:


	Finance Director

	Date:


	July 2026

	Purpose
To manage the Health & Safety of visitors and staff located at RYA House, Unit 27 Compass House, RYA Portland House and support the relevant staff members to manage health & safety at other RYA locations including Homeworkers, in accordance with the Health and Safety at Work Act (HASAWA).
To manage the maintenance of RYA House, Compass House units 26 & 27, RYA Portland House and their fixtures and fittings, and provide common services for the staff.

To manage the Despatch Department’s activities (purchasing, warehousing, sales order processing and posting of the RYA’s sales inventory, and postal requirements for all departments).
To manage the reception function ensuring visitors and callers always receive excellent customer service. 

	Dimensions

8 staff: 2 Order Processing/Customer Service staff, 3 Despatch/Warehouse staff, 1 receptionist, 2 staff at Portland House.
Providing relevant facilities and support for approx. 170 RYA staff and visitors and responsible for their Health & Safety.

RYA House building with offices and meeting facilities 

Unit 27 Compass House building with warehouse, offices and meeting room

Unit 26 office accommodation (let to tenants)

RYA Portland House (24-bedroom accommodation and conference facility), and supporting relevant colleagues at the following facilities with H&S obligations and requirements: 

RYA Boat Store 
Performance Units (Units 22 & 26)
Maintenance budget of £30k for RYA House and Compass House

Utilities of £125k for RYA House and Compass House 
Room and catering income of £300k for Portland House

Inventory of £300k
Sales of £3m p.a

Approx. 300 stock lines maintained

138,000 items mailed from Compass House p.a.

560,000 items despatched from mailing houses p.a.



	Context

As Facilities Manager, the postholder is responsible for the safety and security of the RYA buildings and for ensuring that RYA resources located at RYA House, Compass House units 26 & 27, and Portland House are maintained to a high standard and are available to meet the needs of the users. 
As Health & Safety Manager, the postholder is responsible for the Health & Safety arrangements for all staff and visitors within RYA House, Unit 27 Compass House, RYA Portland House and supporting the relevant staff members to manage health & safety at other RYA locations including Homeworkers, ensuring that legislation under the HASAWA is implemented to provide a safe and secure working environment.
As Despatch Manager, the postholder is responsible for the stewardship, warehousing and distribution of the RYA’s sales inventory and postal requirements. 
The postholder liaises with a wide range of people including RYA departments, contractors, suppliers, customers and the local authority. This position offers a diverse range of responsibilities requiring a breadth of managerial and communication skills, as well as hands-on capability with minor maintenance of equipment and domestic services. The ability to mix long range planning with day-to-day operational pressures is essential. 
This role sits within the Support Services function of the RYA and provides necessary support to all other functions of the Association enabling them to conduct their activities.

The Support Services function also includes Accounts, IT and People teams. 
This role reports to the Finance Director but will collaborate closely with individuals across all functions of the RYA.


	Accountabilities

To manage staff in accordance with the RYA’s HR policies and practices to maximise their contribution to the RYA. 

Facilities

· To maintain the fabric and grounds of RYA House, Compass House units 26 & 27, and RYA Portland House, planning and implementing routine maintenance and overseeing cleanliness standards to ensure that all facilities are maintained to a high standard. 
· To resolve equipment failures, carrying out repairs or replacements or liaising with external contractors as appropriate.
· To provide maintenance assistance and support to Unit 26 and tenants. 
· To plan and implement internal office relocations, in consultation with departmental staff, the IT Team and outside suppliers.
· To negotiate and keep under review maintenance contracts with external suppliers, for example air conditioning, lift, fire fighting equipment, alarm monitoring and cleaning. 
· To review the cost and quality of energy suppliers for RYA House and Compass House units 26 & 27and RYA Portland House.
· To review and maintain procedures for the security of RYA House, Units 26 & 27 Compass House, and RYA Portland House, providing the first point of contact and callout in the event of the Fire or Intruder alarms for RYA House or Units 26 & 27 Compass House being activated out of hours.
Central Services

· To negotiate the selection and purchasing of office furniture and equipment and stationery items for general use by RYA staff.
· To purchase staff refreshments, cleaning consumables and sanitary items for consumption at RYA House and Unit 27 Compass House.

Health & Safety

· To ensure that working practices and other HASAWA issues in RYA House, Unit 27 Compass House, RYA Portland House and, in conjunction with the relevant staff members, other RYA locations, are maintained to recognised standards and meet relevant legal requirements. Requirements are met by implementing and reviewing areas of Health & Safety incorporating staff induction, building risk assessment, fire risk assessment and staff risk assessments.

Warehousing and Despatch

· To manage the warehousing of sales inventory items. 
· To manage the processing and despatch of all approved sales orders within two working days of receipt in Despatch.

· To provide overall management of all logistics in the despatching of any items by the RYA, to include maintaining of relationships with third parties and continually reviewing arrangements to balance the needs for efficiency, cost and quality.

· To provide advice and assistance to RYA departments for the transportation of items required at external locations.
Reception

· To ensure the reception area continues to be an appropriate space for welcoming visitors to our premises.
· Ensure the Receptionists are provided with information and updates, so they have everything available to them to appropriately deal with and address callers or visitors. 


	Knowledge, Skills and Experience

At least 3 years’ experience within a purchasing, stock control, Health and Safety at Work, or Facilities Management environment.

Desirable:
Chartered institute of Procurement & Supply (CIPS) qualification
Health & safety CertIOSH or equivalent qualification.
Facilities management CIWFM qualification
Experience of managing staff in an equivalent sized organisation.


Despatch and Facilities Manager Person Specification

	Attributes
	Essential
	Desirable
	Source of evidence

	Knowledge
	· At least 3 years’ experience within a purchasing, stock control, Health and Safety at Work, or Facilities Management environment.


	· Chartered institute of Procurement & Supply (CIPS) qualification

· Health & safety CertIOSH or equivalent qualification.
· Facilities management CIWFM qualification
· Experience of managing staff in an equivalent sized organisation..

· Experience of using Dynamics 365 Business Central
	Application

Interview



	Skills
	· Excellent verbal communication with a friendly, professional telephone manner. 

· Strong interpersonal skills to create a positive first impression with callers and visitors.

· Strong Listening skills

· Competent IT and telephone skills.

· Ability to handle a high-volume, fast-paced switchboard.

· Good organisational skills, including the ability to prioritise. 

· Calm, polite and efficient under pressure.

· Numeracy skills
	· Ability to update and navigate databases.

· Basic administrative tasks. 

· Problem-solving skills. 
	Application

Interview

References



	Experience
	· Previous switchboard experience or experience in a busy call-handling environment.

· Experience in a customer-facing role. 

· Experience working in a varied working environment, supporting multiple teams.

· Experience welcoming and assisting visitors.

· Confident using computers
	· Experience in a large or diverse customer‑service organisation.

· Experience using databases.

· Experience supporting cross‑departmental enquiries.

· Experience in a similar or larger organisation.
	Application 

Interview

	Values/Qualities
	· Strong commitment to delivering excellent customer service.

· Reliable, punctual, and professional.

· Friendly, helpful, and empathetic.

· Flexible and adaptable.

· Able to prioritise workload and use own initiative.

· Team player with a positive attitude.

· Able to present a professional image of the organisation.
	· Proactive with initiative to improve customer experience.

· Keen to build organisational knowledge.

· Resilient in high‑volume environments.
	Interview 

References


