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Introduction

Hiring into Facilities Management is rarely straightforward. The role spans compliance,
contractors, budgets, buildings and people, and a weak appointment shows up quickly in
service failures, cost overruns and safety risk. The quality of the decision depends on the
quality of the process behind it.

This guide takes you through that process in order. It covers writing an accurate and specific job description,
deciding what to put in the advert, choosing the right tone, structuring interview questions, scoring
candidates consistently and onboarding your new hire so they stay.

Each section draws on what we see across FM, estates and workplace appointments every week. Use itas a
working reference for your next hire, whether you are recruiting a Facilities Coordinator or a Head of
Facilities.
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Writing the Job Description

The job description is where good recruitment starts. A well-written one attracts the right people to apply
and sets clear expectations for the role from the outset. If it is vague, inaccurate or generic, every later stage
of the process has to work harder to compensate.

Focus on clarity, specificity and inclusivity. Whether the role sits in a corporate office, a manufacturing plant
or an educational institution, a considered job description tells candidates exactly what you need and helps
you find a Facilities Manager who will genuinely add value to your organisation.

Describe the Job Accurately

It sounds obvious, but the job you describe must be the job that exists. We regularly hear from candidates
who leave an interview frustrated because the role discussed was not the role advertised. Occasionally the
mismatch only surfaces after someone has started, which is the most expensive outcome of all.

Aninaccurate description damages your reputation with candidates and wastes time for everyone involved.
If the scope has changed since the last time the role was filled, update the document before it goes
anywhere near the market.

Make It a Collaborative Effort

Facilities Managers work across the organisation, with operations, HR, finance and many others. Involve
those teams when you write the job description. They will help you capture the full scope of responsibilities
and expectations.

Collaboration also reduces the risk of leaving out an essential skill or qualification, and it ensures the
description reflects the organisation's wider goals rather than one manager's view of the role.

Get the Opening Right

The strongest candidates will be weighing several opportunities at once, particularly when the market
favours them. You have very little reading time to hold their attention, so the opening paragraph needs to
give a clear, concise overview of the role.

Use it to set out what the role is, why it exists and how it contributes to the organisation's success. A well-
written opening helps candidates decide quickly whether the position fits their skills and career goals. It
should also give a sense of your values and culture, which is often what tips a good candidate towards

applying.

TEST THE OPENING

Show the first paragraph to someone outside the hiring team. If they cannot say what the role does

and why it matters after one read, rewrite it.
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Be Specific, Not Generic

Few things put off strong candidates faster than a job description that could apply to any organisation. We
see a great many job descriptions, and it is usually obvious when a generic template has been used, even as a
starting point.

The responsibilities may be vague, or the person specification too broad. Whatever the cause, take the time
to work out exactly what the role and the ideal candidate require, then write to that. Here are some examples
of the difference.

Communication
Generic: Strong communication skills and experience presenting to different stakeholders.

Specific: Experience explaining complex FM concepts, such as CAFM systems, to customers and senior
leadership teams.

Health and Safety
Generic: Ensure all health and safety certifications are in place and applicable legislation is adhered to.

Specific: Extensive experience carrying out PPE, LOLER, PUWER, PAT, Legionella and COSHH
inspections.

Hard Services
Generic: Management of all facilities management hard services.

Specific: Manage HVAC, mechanical and electrical, fire safety and lighting systems.

Qualifications
Generic: Must have appropriate Facilities Management and health and safety qualifications.

Specific: Educated to degree level or IWFM Level 6 or higher in a related discipline, with appropriate
health and safety training such as IOSH or NEBOSH.

Specificity is how the right candidate recognises the role as theirs.
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Job Description Example: Facilities Manager

Below is a template Facilities Manager job description you can use as the basis for your own. Replace every
placeholder and tailor the content to your organisation's actual requirements and culture. Specific detail will
always outperform a generic list.

Keep the finished document as concise as you reasonably can and think about readability. Your aim is to get
the headlines of the role across quickly and clearly, so the right people respond.

Role Details
Job Title: [X]
Location: [X]
Job Type: [X]
Reports To: [X]

Job Summary

We are seeking a highly motivated and technically capable Facilities Manager to oversee the maintenance,
security and operational efficiency of our facilities.

As Facilities Manager, you will play a central role in the smooth running of our [X] office, which supports
approximately [X] staff across [X] sq ft. You will oversee a broad range of facility services, including
reception, switchboard, catering, cleaning, security, space allocation, building maintenance, business travel
and health and safety.

You will drive efficiency, service quality and compliance, keeping the workplace well maintained and
productive. You will manage vendor performance, make the best use of resources and deliver a high
standard of customer service. Using data from the CAFM system, you will manage service providers
proactively, monitor KPIs and SLAs, and embed best practice across the corporate estate.

Key Responsibilities

Oversee and improve the daily operation of the facility, keeping it fully functional and compliant with
safety standards.

Develop and implement predictive and preventive maintenance programmes for HVAC, electrical,
plumbing, fire protection and other critical systems.

Use CAFM or computerised maintenance management systems (CMMS) to track work orders, asset life
cycles and maintenance schedules.

Manage relationships with service providers, contractors and suppliers to ensure SLAs are met and costs
are controlled.

Ensure full compliance with health, safety, environmental and building legislation.
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Supervise and develop the Facilities Management team, including maintenance technicians and soft
services staff, ensuring competence in equipment operation and safety procedures.

Analyse energy consumption and lead sustainability initiatives such as smart building systems, energy-
efficient retrofits and waste reduction.

Develop and oversee security procedures, access control systems and emergency response plans to
protect employees, visitors and assets.

Carry out routine facility audits, using sensor-based monitoring and data analysis to identify and resolve
inefficiencies.

Oversee space planning, workplace ergonomics and infrastructure changes that support operational
efficiency and employee productivity.

Qualifications and SKills

A degree in Facilities Management, Mechanical or Electrical Engineering, Business Administration or a
related field is preferred.

A minimum of [X] years' experience in facilities management or a similar role, with a strong technical
background.

Extensive knowledge of building management systems (BMS), energy management systems and
connected smart building technologies.

Strong project management skills, with experience of capital project delivery and lifecycle cost analysis.
Confident use of facilities management software, CMMS platforms and Microsoft 365.

Extensive people management experience.

Budget management experience, with a proven ability to improve cost control.

Health and safety training or certification, such as IOSH or NEBOSH.

Relevant industry accreditation or membership, such as IWFM or similar.

Additional Person Specification
Able to work on their own initiative.
Stays calm under pressure and responds clearly and logically to emergencies.
Able to manage multiple tasks and prioritise their workload accordingly.
Excellent customer service skills.
Strong communication skills, with the ability to engage stakeholders at every level.

Committed to their own professional development and to continually improving their knowledge and
skills.
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What to Put in the Advert: Benefits

Knowing which benefits FM professionals value helps you write an advert that attracts the right people.
When we ask FM professionals what matters most to them in a new role, the same four benefits come up

again and again.

Hybrid and Flexible Working

Demand for hybrid and flexible working has grown significantly across the UK workforce, and FM is no
exception. Given how site-based much of the work is, the strength of this demand in FM can surprise
employers. A meaningful number of FM professionals now work in hybrid roles, and many treat flexibility as
one of the most attractive benefits when considering a move.

If the role can offer any genuine flexibility, such as compressed hours, predictable remote days or flexible
start times, say so clearly. If it cannot, be honest about that too.

Pension Contribution

Pension contribution is one of the benefits FM professionals value most. A competitive employer
contribution is worth stating plainly in the advert rather than hiding in the small print.

Ongoing Training and Development

Facilities management keeps evolving, and the people working in it want to keep their skills current.
Opportunities for continuous professional development, whether funded qualifications, WFM membership
or technical training, are a strong draw. In our experience, they can be the deciding factor for the most
proactive candidates.

Annual Leave

A generous annual leave allowance consistently ranks among the benefits FM professionals find most
attractive. If your allowance is above the norm, make it visible.
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What to Put in the Advert: Job Satisfaction

Benefits are only part of the picture. The strongest adverts also highlight the aspects of the role that FM
professionals find genuinely rewarding. These four themes consistently matter to the people we speak to.

Varied Work

Most Facilities Managers we speak to thrive on variety. When a role becomes repetitive or uninspiring, FMs
tend to look elsewhere. Roles that show a genuine range of responsibilities appeal strongly to people looking
for a dynamic, engaging position.

Environment

Working in a prestigious, modern building is a real draw for many FMs. If the role is based in a standout
location, make that prominent in the advert. For many FMs, particularly those working in property and real
estate, the chance to run aniconic or premium building is something they value highly.

Fresh Challenges

New challenges come with the territory in facilities management. An advert that shows regular
opportunities to tackle something new is far more compelling than one that simply lists tasks and
responsibilities.

Customer Experience

Creating a positive experience for building users is a strong motivator for many FMs. Shaping an
environment that earns excellent feedback is central to the role, so make it clear in the advert that thisis
valued and recognised.

LEAD WITH THE ROLE

Put the most distinctive feature of the role, whether the building, the scope or the challenge, in the

first two lines of the advert. That is often all a busy candidate reads before deciding.

Choosing the Tone of Your Advert

The tone of your advert tells candidates a great deal about your organisation before they read a single
responsibility. There is no single right answer. What matters is that the tone matches your brand and culture
while remaining clear and professional.
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The Formal Advert
Formal language projects professionalism and helps create a clear impression of the organisation and its

culture. It also brings precision, reducing ambiguity about requirements, responsibilities and expectations.

A formal style tends to appeal to candidates who are used to professional environments, and it keeps
communication consistent across channels by avoiding colloquial expressions that might be misread or off-
putting. It often suits sectors such as law, finance and insurance. Here is an example.

Example formal advert: We are seeking an experienced and diligent Facilities Manager to oversee the
efficient operation of our organisation's facilities. The role requires a professional with a proven track record
in facilities management, exceptional organisational skills and the ability to manage multiple stakeholders
effectively.

Key responsibilities:

Ensure compliance with all health, safety and environmental regulations.

Develop and implement maintenance schedules for all building systems.

Oversee budgets, contracts and supplier relationships to maintain cost efficiency.
Carry out regular inspections to ensure facilities meet operational and safety standards.
Manage and coordinate the response to facilities-related emergencies and incidents.

Provide regular reports on facility performance, maintenance schedules and cost analysis.

Qualifications required:

Extensive facilities management experience within a corporate or commercial environment.
A degree in Facilities Management, Engineering or a related discipline.

Professional certifications such as IOSH, NEBOSH or equivalent are highly desirable.

A strong understanding of compliance standards, including ISO certifications.

Excellent communication, leadership and problem-solving skills.

This is an opportunity to join an organisation committed to excellence in every aspect of its operations.
Please submit your application, including a full CV, by [Deadline].

The Informal Advert

A more relaxed, conversational style is now common in job adverts. Some readers may see it as less
professional, but many organisations deliberately choose an approachable tone to connect with applicants
and reflect their culture. Highly formal adverts are no longer the default.

The key is making sure the tone fits your brand while still being clear and professional. This style often suits
sectors such as media, technology and entertainment. Here is an example.

Example informal advert: We're looking for a first-class Facilities Manager to join our team. If you can keep
everything running smoothly while juggling budgets, contractors and a hundred other priorities, and stay
calm while you do it, we'd like to hear from you.
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What you'll be doing:

Keeping our spaces functional, safe and genuinely impressive.

Working with suppliers and contractors to secure strong value and high-quality service.
Keeping us on track with health, safety and environmental compliance.

Leading a team that cares about facilities as much as you do.

Planning and delivering maintenance schedules so problems are prevented, not just fixed.

Stepping in confidently when emergencies arise.

What you'll bring:

At least three years' experience in facilities management, ideally including a creative or fast-paced
environment.

A qualification in Facilities Management, Building Services or something similar.

Knowledge of health and safety standards and a certification such as IOSH or NEBOSH.

Strong organisational skills. You are usually three steps ahead.

The ability to lead a team and keep everyone motivated.

Sound like you? Send us your CV and let's talk.

The tone of an advert is the first sign of the culture behind it.
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Interview Questions That Work

Asking the right interview questions is the single most important factor in the hiring process. Good
questions let you test a candidate's knowledge, experience and likely fit within the organisation. They also
shape how the candidate sees you and the role.

Relevance, specificity and honesty should guide every question you ask. There are several distinct types of
interview question, and a strong FM interview usually draws on all four of the categories below. For each, we
set out example questions and what a good answer looks like, so interviewers know what they are listening
for.

Behavioural Questions

Behavioural questions explore how a candidate has handled situations in the past, on the basis that past
behaviour is a good predictor of future performance. They are usually framed as "Tell me about a time
when..." or "Give me an example of..."

"Describe a situation where you had to work within a tight budget for facilities maintenance. How did you
prioritise spending and make sure the building's needs were met?"

"Tell me about a time you encountered a serious maintenance issue in a building. How did you addressiit,
and what was the outcome?"

What a good answer looks like: Strong candidates often use the STAR method (Situation, Task, Action,
Result) to structure their answer. Listen for each element.

Situation: clear context. The candidate briefly describes the setting and the circumstances surrounding
the challenge.
Task: a defined responsibility. What was their role, and what was expected of them?

Action: the specific steps they personally took. This is the most important part, and should show
problem-solving, initiative and ownership.

Result: the outcome of those actions, such as a successful project, a stronger team or a lesson learned.
Where the result was not ideal, a good candidate is honest about it and explains what they learned and
how it changed their approach.

A STAR-structured answer is clear and focused on the candidate's own contribution, which makes it much
easier to judge their skills and potential.
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Situational Questions

Situational questions present hypothetical scenarios that are likely to arise in the role and ask how the
candidate would respond. They matter particularly in FM, where the work is unpredictable and the post-
holder will need to handle emergencies calmly and efficiently.

"Imagine a supplier is consistently missing deadlines for repairs and maintenance. How would you handle
the situation to make sure performance improves?"

"If there were a major facilities issue, such as an HVAC failure or a power outage, on a bank holiday when
you were the only person on call, how would you handle it?"

What a good answer looks like: The candidate shows their thought process and problem-solving ability.
They take care to understand the scenario first, and may ask clarifying questions before answering. A short
pause to think is a good sign, not a weak one. A considered answer is far better than a rushed or poorly
thought-through one.

They should then set out a logical approach, considering the steps, resources and priorities involved. The
best answers break down into clear phases: how they would assess the situation, what they would do, and
how they would evaluate the result. Look for evidence that they stay calm under pressure, think critically and
adapt as circumstances change.

Finally, where relevant, strong candidates explain how they would communicate with others and seek input,
which demonstrates teamwork and leadership.

ALLOW THINKING TIME

Tell candidates at the start that they are welcome to pause before answering situational questions.

You will get more considered answers and a truer picture of how they reason under pressure.

Competency and Cultural Fit Questions

Competency-Based Questions

Competency-based questions are particularly important for technical roles that demand specific skills and
experience. Facilities management spans maintenance, operations, safety, budgeting and supplier
management, each of which calls for a blend of technical expertise and leadership.

These questions let you explore a candidate's track record in areas such as problem-solving, project
management, decision-making, leading a team and managing several priorities at once.

"Can you give an example of when you implemented a preventive maintenance schedule for a critical
system, such as HVAC or fire alarms? How did you make sure it was followed, and what impact did it have
on reliability and cost?"
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"Can you describe a time you identified a critical issue with a building's HVAC or electrical system that
had been missed in routine maintenance checks? How did you diagnose it, what did you do to fix it, and
what was the outcome?"

What a good answer looks like: Competency-based questions follow a similar structure to behavioural ones,
so the STAR method works well here too. The key difference is that the candidate should clearly show how
they applied the specific skill being tested, rather than describing their general approach.

Personal and Cultural Fit Questions

These questions assess how well a candidate's values, personality and working style align with your
organisation's culture. They help you judge whether the person will integrate well with the existing team,
beyond their professional and technical expertise.

"Can you tell us about a time you had to collaborate with different departments or teams to complete a
facilities project? How did you keep communication and teamwork on track?"

"What motivates you in your work as a Facilities Manager? How do you stay engaged and focused,
particularly on routine maintenance tasks or long-term projects?"

What a good answer looks like: \Well-prepared candidates will have researched your mission and culture
and will connect their own values, such as collaboration, sustainability or innovation, to your goals. Look for
real examples of prioritising work, managing diverse teams or resolving conflict, and for emotional
intelligence: evidence that they listen, empathise and adapt to others.

Authenticity matters as much as alignment. A candidate who stays true to their own values and working
style is more likely to thrive, and so is the organisation. The strongest answers show a genuine match
between how the candidate approaches facilities management and what your organisation values.

NEED MORE QUESTIONS?

Our companion guide, 101 Questions to Ask in a Facilities Management Interview, covers every

major area of the role and pairs well with the scoring approach in the next section.

maxwellstephens.com 18



> maxwell
stephens

Recruitment

Score against
criteria, not
impressions.

maxwellstephens.com



MAXWELL STEPHENS GUIDES Facilities Management Hiring Guide

Scoring Interviews Consistently

An interview scoring sheet is one of the simplest ways to make your hiring process fair, consistent and
objective. It lets you assess every candidate against the same predefined criteria, which reduces bias and
makes comparison far easier.

A shared scoring sheet also improves collaboration between interviewers and raises the overall quality of the
hiring decision. Our interview scoring template follows the approach set out below.

A Simple Grading Scale

You can set your own scoring measures, but we suggest grading each answer from O to 5.

0O: No answer attempted.

1: A very poor answer that failed to address the question and was poorly expressed.

2: A poor answer that attempted to address the question but did not provide the required information.
3: An adequate answer that addressed the question without going into further detail.

4: A good answer that addressed the question well, with further information or examples, expressed
competently.

5: A very good answer that addressed the question in depth, with comprehensive and relevant
supporting information or examples, expressed with real clarity and confidence.

Weighting Your Questions

Some questions will matter more than others. Give each question a weight from 1to 10, where 10 marks a
vital question or an essential prerequisite for the role.

Working Out the Result
1 List your questions down the side of the sheet and your candidates across the top.
2 Agree the weight for each question before the first interview, not after.
3  Score each answer from O to 5 during or immediately after the interview.
4

Multiply each score by the question's weight and add the results to give a raw score for each
candidate.

5  Divide the raw score by the maximum possible score (5 multiplied by the total of all weights) to give a
percentage that can be compared across candidates.

Agree what good looks like before the first interview.
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Onboarding: Preparing for Day One

Onboarding is a crucial part of recruitment. It sets the new hire up to succeed and gives them a positive
start. Someone starting the role does not mean they will stay, and we have seen many quick resignations
follow a poorly planned or non-existent onboarding process. In the worst case, the entire recruitment
process has to start again.

Effective onboarding begins well before the new hire walks through the door. Proper preparation ensures
their firstimpression is a good one and that they can contribute from the start. As a minimum, plan for the
following.

Set Up Workspaces and Technology

Make sure their workspace and equipment are ready, their email account is set up, their access passes are
active and all the technology they need, such as laptop and phone, is available. They can then focus on the
job from day one instead of dealing with logistics.

Prepare Documents and Resources

Provide a clear welcome pack with an organisation chart, key contacts, safety procedures, floor plans and
any relevant training materials or policies. If you use a CAFM system or other facilities software, provide login
details and guidance.

Assign a Direct Point of Contact

Many facilities roles require the new hire to work independently, but a dedicated point of contact for the first
few weeks is still essential. That person helps them settle in faster, answers questions, offers guidance and
helps them navigate the organisation's culture.

Introduce the Organisation and the Role

The first days should combine introductions to the culture, the team and the specific responsibilities of the
role. Give an overview of the organisation's mission, values and goals, and show how the role contributes to
them. This helps the new hire see the bigger picture and understand how their work supports the
organisation's success.

Y Workspace, equipment, email and access passes ready before day one
/" Welcome pack prepared, including organisation chart, contacts, safety procedures and floor plans
CAFM and system logins issued, with guidance

Point of contact named and briefed

First-week introductions and schedule agreed
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Onboarding: The First Weeks and Beyond

Meet the Team

Arrange meetings with key colleagues, including senior management and HR. This helps the new hire
understand lines of communication, expectations and the roles of the people they will work with most.
Knowing the key stakeholders in the building's operation leads to better collaboration.

Provide a Detailed Role Overview

In facilities roles, it is vital that the new hire understands their responsibilities clearly. Discuss expectations,
specific tasks, goals and performance measures. Walk through the important processes, including
maintenance scheduling, supplier management, emergency procedures, budgeting and compliance
requirements.

Training and Development

Effective training is what allows the new hire to carry out their responsibilities with confidence. Depending
on the complexity of the role and your systems, you may need to schedule ongoing sessions. If you use
specific systems for work orders, preventive maintenance or building management, such as a BMS or
CMMS, provide a thorough walkthrough.

Facilities roles are often central to keeping the workplace safe and compliant. Make sure the new hire is fully
briefed on building regulations, health and safety legislation, emergency procedures, fire safety, evacuation
plans and any environmental regulations specific to your site.

Supplier and Contractor Management

If the new hire will work with external suppliers and contractors, give them the relevant contacts, the
protocols for managing external services and any procedures for vetting suppliers, negotiating contracts
and managing relationships.

Performance Expectations and Goals
After the first few weeks, meet to review progress and set clear performance expectations. Measurable
goals give the new hire a clear path forward.
Short-term goals might include getting to know ongoing projects, building relationships with the team
and identifying immediate maintenance needs.

Long-term goals might include managing the annual maintenance budget, leading sustainability
initiatives, improving energy efficiency and reducing operational costs.
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DIARISE THE REVIEW

Book the first performance conversation before the new hire starts. A fixed date signals that their

success matters and stops the review slipping behind operational demands.

Bringing It Together

Good FM hiring is a sequence of decisions, each of which shapes the next. An accurate, specific job
description attracts the right applicants. A well-judged advert gives them reasons to apply. Structured,
consistently scored interviews help you choose well, and considered onboarding keeps the person you
chose.

If you are planning a Facilities Management, estates or workplace appointment and would like a second
opinion on the brief, the advert or the process, we are happy to help. Maxwell Stephens has specialised in
FM, estates and workplace recruitment since 2006, from offices in London and Darlington. Call us on 0207
118 4848 or email info@maxwellstephens.com.
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THE EVIDENCE

What the Data Says

What UK data shows about hiring, interviewing and keeping new starters.

12 Wee ks The average time to hire in the UK climbed to 12 weeks in spring 2026, up from 10
weeks in autumn 2025.

Source: Totaljobs Hiring Trends Update, 2026

o 42 Structured interviews have the highest mean validity of common selection
[ ]
methods (42) in the Sackett et al. meta-analytic update.

Source: Sackett et al., Industrial and Organizational Psychology, 2023

48% UK candidates' top reasons for rejecting offers: salary below expectations (48%), a
better offer elsewhere (32%) and limited flexible or remote working (21%).

Source: Greenhouse Candidate Experience Report 2024

41% 41% of UK organisations that selected candidates in the past year said new recruits
always, mostly or sometimes resigned within their first 12 weeks.

Source: CIPD, Resourcing and talent planning report 2024

92% 92% of the 497 FM vacancies Maxwell Stephens advertised from 2023 to 2026
showed a salary figure, giving candidates pay clarity up front.

Source: Maxwell Stephens analysis of 497 advertised vacancies, May 2023 - September 2026

Sources were checked in September 2026. Select a source to open the original research. Maxwell Stephens figures are drawn from our own

published vacancies and placement records.
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CASE STUDY

See It in Practice

Facilities Manager Recruitment for Egson Zehnder

Egon Zehnder engaged Maxwell Stephens to recruit a Facilities Manager for its Grade A London
headquartersin Victoria, a role covering around 24,000 sq ft of premium accommodation. The appointee
would work largely alone, in a highly visible position judged daily by partners and visiting clients. We
assessed shortlisted candidates against defined technical, commercial, service and behavioural
competencies rather than technical competence alone. The Facilities Manager appointed quickly became a
trusted member of the organisation, strengthening compliance, supplier performance and budget control.

It shows how defining the real requirement, beyond an operational-looking job description, and assessing
against clear criteria produces a shortlist a client can choose from with confidence.

Read the full case study - Browse all case studies

FROM THE BLOG MAXWELL STEPHENS INSIGHTS
Related Reading Continue Reading
How to Hire a Facilities Manager: A Complete How to Hire a Facilities Manager

Employer Guide

Facilities Manager Job Description

How to Reduce Hiring Risk in Facilities Management

The Biggest Hiring Mistakes in Facilities
How to Create an Effective Onboarding Programme Management

Browse the Insights library
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