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Course Content & Outline

Section 1: Introduction to Office Building Management

 Defining what office building and facilities management is, its importance and

necessity.
e Recognising what facilities and features would be managed by facilities management

professionals.
e Examining what facilities are regularly used daily and what facilities are less frequently

used.
e Evaluating the costs and resources invested into each facility.

e Assessing facilities' energy use and environmental issues, and how these align with

costs and resources used.

Section 2: Managing Office Space

* Investigating the functional requirements and physical constraints of the space.
e Conducting a space audit to gain a thorough understanding of utilising space.
* Analysing space audit data and comparing results to the organisation’s resource and

financial budget.
» Designing and modifying the space to align with office needs, employee wants and

resource availability.
e Ensuring flexibility and accessibility, and exploring cost-saving solutions.

Section 3: Managing Facilities and Maintenance

¢ Strategically arrange equipment to be easily used and reduce potential risks.
e Assessing relevant employment regulations and ensuring all necessary facilities are

available and compliant.
 Evaluate equipment and facilities regularly to monitor degradation and establish an

effective maintenance schedule.
e Using regular maintenance as a method of cost reduction.

e Qut-sourcing equipment and contractors to reduce internal costs.

Section 4: Health and Safety

e Understanding the importance of managing health and safety within the workplace.
e Conducting risk assessments to identify hazards and risks within the workplace.
« Utilising risk assessment data to categorise and prioritise risks and establish a risk

management plan that includes preventative measures and corrective actions.



e Ensuring all health and safety procedures fully comply with health and safety
regulations.

Section 5: Meeting Employee Needs

¢ Implement various security measures to protect employees' physical safety, emotional
well-being, and online data - CCTV, security guards, cybersecurity methods, and more.
 Allowing for open communication with employees and being receptive to constructive
feedback.

e Ensuring accessibility throughout the office space and within facilities.
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Facilities Management (FM): Building Efficient Futures

Dive into the realm of facilities management—a dynamic field orchestrating infrastructure,
optimising resources, and ensuring organisational success. Explore its benefits, required
.skills, and career prospects
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YouTube Video

https://www.youtube.com/embed/3bXNn80fipE?si=nukq9PCuaPIl_b-w
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