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Marking Criteria:
 We expect the learners to write minimum one well expressed point in three lines against each allocated mark. This means one needs to write 15 lines with 5 well expressed points to get high grades for a 5 marks question.

For high grades use examples and illustrations where appropriate. 
	Please insert your completed assignment ( in word format)  here:
Briefly explain the objectives of facilities management

The objectives of a facilities management should be viewed has an important business function, which focuses on the business and financial actions.  An FM department is to coordinate everything at every level to drive the business performance.

What skills, knowledge and character traits are necessary to succeed in facilities management? 
Business acumen 

Resourcefulness  

Financial manager 

Spokesperson and advocate 

Agile purchaser, lessor, and contractor with a major regard for ethics Information manager 

Environmentalist 

Networker 

Mentor 

Innovator 

Risk taker 

Survivor 

What is the purpose of an annual work plan? 

To provide a clear message that all facilities manager and employees of the department should clearly understand the work plan objectives, goals and priorities.  In addition it should be clearly structured the information should be presented that is consistent and easy to understand with no unnecessary complexities.

There is obviously no one way to lead, but there are principles applicable at all levels’ discuss. 

Each facilities managers have there own way with experience, expertise and acumen they all hold the same characteristics. 

Being business-oriented is important facilities manager are an important part of any successful business, the impact from a facilities manager should focus on the business-oriented and financial actions of the business. 

Having good communication skills  i.e  written and oral is key to make sure when relaying information to the business that it clear and in plain language for everyone to understand.  By keeping an up to date record is key, so making sure any written items are clear to read, and each avenue on the task has been looked at and costing has a paper trail.

One of the primary concerns for a facilities manager is safety followed by legal obligations, costing and customer service focused. By firstly looking at safety a facilities manager should identify the legal obligation required by law and what the cost will be to the business and those that it serves how it will manage customer satisfaction.  

A business can only succeed when its customers are satisfied and loyal, this is achieved by putting customer service first at all times.
By being action-oriented the facilities manager should look at the idea and if it does not work, have another plan to modify the current plan until it does.

A facilities manager should look to build long term relationships with contractors, suppliers, third parties and consultants. By building lasting relationships you can look to get the best quotes and services and show your loyal to your suppliers and don't always go for the cheapest option.

To be a successful facilities manager transparency is key, by not being secret builds employee and client relationships has you are not hiding what your plan of actions are and everyone feels that information is being passed on to them and they being kept up to date on action plans. 

By having an outgoing personality is important has if you are comfortable in speaking with people this will build trust and loyalty. It will also help people give give feedback weather negative or positive and you will be able to deal with in a professional manner. 
List your skills, experience and character traits that you believe will help you succeed in facilities management. Discuss their value and significance. 

Having a varied career to date I have managed to learn many different skills from Administration to Web Design.

Some of my key skills are:-

Management – Having been a General Manager(GM) in the hospitality industry I had to change with times and expect each day to be different, within my role has GM I had to over see 12 staff this included supervisors. I would have to relay customer feedback, arrange cleans on apartments, repairs weather in-house staff or external contractors, provide financial statements at the close of business each working day, provide customer services to guest, contractors and suppliers.  Act has night time security for 3 apartment complex around the city, deal with out of hours emergencies.

Having these key management skills will help me succeed in facilities management has I have a understanding of what is required and how to time manage my day(s) along with costing which helped the business succeed.  The key skills I picked up in this role are close to what is required for FM being a manager was more than being someone telling people what to do it was about building relationships with employee's and relaying information in a clear manner so they understood what was required.

Call Centre/Sales – Having worked in a number of sales and call centre customer service was key, this skills will be useful has I have experience of speaking to various different people over the telephone in order to gain/provide information or services.  With each call you would have to log the information on computer system which leaves a paper trail of what has been discussed and if any monies was exchanged.

Administration – Having done various administration roles I work have to fill items in order either date or alphabetically in computer systems or paper based.  I've used Microsoft Office products and have a basic understanding of how to create documents, spreadsheets and PowerPoint – this will be useful when relaying information.

Recruitment – Having ran a successful Recruitment Agency and Worked for a Airline in Recruitment I understand the laws around employment i.e. health and safety, time management, recruitment processes, filing correct HR records, gaining information (Reference's) speaking to various employee's or clients to maintain a long lasting relationship. 

Charity – Having set up and ran a charity I learned what was required to make sure laws was followed, that service users got information and where assessed, that when speaking to press that I was consistent in what I was saying and that the message was clear, so no misunderstanding could take place.

Overall my experience although may not be all the same time it has helped me understand what is required as a FM and I believe theses skills I've learned are transferable to the role of facilities management.  I know how important building relationships with people is, how to deal change and how to look at thing when they are not working and modified it till it does, whist always looking at the cost and how to balance figures.
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