[image: A logo for a company

AI-generated content may be incorrect.]

Job Description: Operations and Facilities Manager
Location: 		Edinburgh Innovation Hub
Reports To: 		Director, Edinburgh Innovation Hub
Line Management: 	Receptionist/Administration Staff
Contract Type: 		Full-time, Permanent
Salary: 			Competitive, commensurate with experience
Introduction
The Edinburgh Innovation Hub (EIH) is a new flagship development that will play a critical role in driving regional innovation, entrepreneurship, and economic growth with an anticipated opening date of Autumn 2025.  Serving as a base for research, start-ups, and collaboration across academia and industry it is made up of a mix of laboratory and office space.  EIH will be a catalyst for transformative innovation in Scotland and beyond.

The Operations and Facilities Manager (OFM) will hold a pivotal, hands-on role in ensuring the success of the Hub. Responsible for overseeing the day-to-day operations, facilities, tenant services, and health and safety functions, the OFM will ensure delivery of high-quality, seamless services to our community of innovators in a few key sectors (Life Sciences, Food & Drink, ICT and allied professions) This role will directly impact the Hub’s ability to operate efficiently, safely, and commercially, supporting our mission to be a dynamic and productive environment for all users.
Role Purpose
The OFM is responsible for ensuring the Edinburgh Innovation Hub can operate 24/7 to meet the needs of its tenant companies and partners. This includes oversight of all building operations, health and safety compliance, service delivery contracts, tenant support, and maintenance activities. The OFM is the main point of contact for all operational matters within the Hub and reports directly to the Hub Director.

Key Responsibilities
Operational and Tenant Services
Act as the primary point of contact for all tenant services, reported defects, and operational issues. 
Ensuring that office spaces are set up in advance of new occupants’ arrival. This will include liaison with the new tenant regarding their requirements and subsequent liaison with suppliers to meet their needs as required
Conduct new tenant inductions, including handover of keys and orientation on operational protocols.
Deputise for the Hub Director, including hosting facility viewings and liaising with external stakeholders.
Ensure reception coverage during business hours (0900–1730, Monday to Friday). Ensure the appropriate allocation of staffing resources to ensure continuity of service during periods of annual leave or unplanned absences. 
Manage room bookings and invoicing processes for meeting spaces.
Monitor tenant compliance with lease covenants and report risks of financial instability to the Director.
Provision of proactive support for tenants via regular check-in sessions and feedback options.  

Facilities Management
Maintain full operational oversight of the Hub to enable 24-hour access and availability, including weekends and holidays.
Manage all service providers to EIH to ensure services are being delivered to Service Level Agreements. 
Oversee delivery of integrated facilities management including Preventative Maintenance (PPM) and Reactive Maintenance, primarily through the Queen Margaret Managed Services Company (QMMS) and/or specialist contractors.
Ensure rapid rectification of building defects to minimise business interruption.
Maintain all property, lease, and warranty documentation, ensuring compliance with warranty and insurance requirements.
Identify and report defects under liability period to the main contractor where applicable.
Ensure laboratories, offices, common areas, the freezer farm, and comms rooms are clean and operational in accordance with contract SLA’s. 
Maintain a photographic schedule of condition and inventory for all leasable areas.
Manage & verify electricity usage data, raising re-charges to tenants. 
Liaison with internal and external colleagues to support the practicalities of event planning, ensuring that all events comply with Health and safety regulations. 
Plan in the medium and longer term to ensure that the facilities offered in the building continue to meet occupants’ needs
Development and maintenance of robust building and facilities processes that support the avoidance of single points of failure and ensure all staff are aware of and adhere to the same procedures. 


Health, Safety & Compliance
Act as the designated Health and Safety Officer following NEBOSH training (to be undertaken as part of the role unless already qualified).
Implement and manage all internal H&S policies, inspections, and risk assessments.
Maintain an updated hazard profile for laboratory tenants; review prior to occupation and biannually.
Programme and lead fire tests, drills and emergency evacuations.
Ensure safe storage and compliance for chemical, clinical, radioactive, and hazardous waste.
Ensure at least one member of on-site operations staff is first aid trained.
Conduct formal inspections of laboratories and offices twice annually in addition to regular on-site management.

Security & ICT
Act as the primary key holder and be responsible for all aspects of building security.
Ensure the ICT infrastructure is fully operational and meets the Service Level Agreement (SLA).
Coordinate and escalate any ICT issues with the provider as necessary.

Financial & Reporting
Operate a RICS-compliant service charge process in collaboration with Finance.
Monitor and manage operational costs, ensuring value for money across service contracts.
Provide weekly verbal updates and monthly written reports to the Hub Director and Board.
Participate in monthly operational risk reviews, including building condition, tenant performance, and financial health.
Person Specification
Essential
Proven experience in a similar operations or facilities management role, preferably in an innovation, commercial, or mixed-use environment.
Familiarity with Planned and Reactive Maintenance systems, contractor management, and SLA monitoring.
Experience managing budgets, service charges, and facilities-related procurement.
Demonstrated ability to communicate clearly and professionally with internal teams, suppliers, and tenants.
NEBOSH qualified or are able and willing to undertake NEBOSH training (within first 3 months) to lead on-site Health and Safety compliance.

Desirable
Accredited membership of relevant professional bodies (e.g. IWFM, IOSH).
Experience in managing technical facilities including labs, ICT infrastructure, and controlled environments.
Background in managing service delivery through public-private partnerships or university-linked entities.

If  you don’t have all the skills and experience, we are looking for, but  have most of them, we would encourage you to apply – finding the right candidate for this role is the most important part. 
Why Join the Edinburgh Innovation Hub?
Joining the EIH team means becoming part of one of Scotland’s most exciting innovation infrastructure projects. You will play a vital role in establishing and maintaining the operational backbone that enables high-impact research, development, and entrepreneurship to flourish. If you’re a proactive, solution-oriented facilities and operations professional who thrives in fast-paced environments, we invite you to apply.
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