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JOB DESCRIPTION:  Regional Property Director 
 
LOCATION: Leeds / Newcastle / Sheffield 
 
SALARY: £50,000 - £60,000 
 
CONTRACT TYPE: PERMANENT (subject to a 6 month probationary period) 
           
HOURS: Full time (40) 
 
RESPONSIBLE FOR: The Lumen, Newcastle Helix and Centre Management teams 
 
RESPONSIBLE TO: Managing Director 
 
 
Established in 2006, Creative Space now employs 28 people and has won multiple 
national RICS, BIFM and BCO awards. Currently the company manages over 30,000 
sq metres across multiple buildings located in the north of England (from Newcastle 
to Sheffield), including retail and leisure but predominantly B1 office space. 
 
You should ideally be RICS qualified with significant experience of commercial (B1) 
property management. You should have had recent practical experience including 
the management of multiple assets with a strong understanding of service charges 
and managing all aspects of tenant relationships. You will be hands on, tenacious 
and have highly tuned customer management skills and be able to adapt your skills 
to managing serviced offices and non-traditional workspaces as part of the role. 
 
You will eventually take the lead role in all aspects of supporting our building and 
centre managers and their teams, involving the co-ordination of budgets, facilities 
management, contract management, customer relationships and all reporting and 
KPI evaluation for our projects. 
 
 

The Company 
Creative Space Management Ltd (CSML) manages commercial buildings and assets 
on behalf of public and private sector assets for owners across the north UK. 
 
The company is growing steadily and has developed an innovative niche as a 
specialist operator of high-quality multi-occupancy and serviced office buildings 
which include Digital, Tech, Advanced Manufacturing and Science clusters amongst 
the varied portfolio.   
 
We are looking for a Regional Property Director who wants to progress their career 
by taking a senior role in our business. You will be keen to demonstrate your 
leadership potential, both able to play a key role within the senior management team 
and to be able to act under your own initiative.  In this role, we will expect you to be 
an experienced and capable manager of teams, able to motivate and support 
colleagues, as well as continuously develop the quality of our services. 
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Responsibilities 
 
1. To lead multiple Creative Space property management contracts (initially in 

the North East, but ultimately taking the lead role across the portfolio) 
providing the primary interface with the asset owner clients. 

 
2. To provide day to day line management and support to Centre and Building  

Managers in relation to all aspects of the specialist services including 
Facilities Management, Lettings, Events and Marketing, as well as all 
associated services delivered by Creative Space teams. 

 
3. To maximise customer satisfaction and lead on customer liaison in relation to 

occupiers and asset owners in every contract and to provide a structure for 
managing and developing continuous improvement across all Creative Space 
services. 

 
4. To work closely with Centre and Building Mangers to maximise the financial 

performance of Creative Space contracts; to increase profits without 
compromising the quality and integrity of our service delivery ethos. 
 

5. To lead on preparation of service charge schedules where required and to 
undertake lease reviews and other Landlord & Tenant functions as required 
by our asset owner clients. 
 

6. To lead and take responsibility for Health and Safety in line with all relevant 
legislative requirements and best practice across all buildings and estates, 
developing and managing appropriate systems for implementation and full 
accountability and providing a supportive and constructive regime of 
verification, accountability and continuous improvement. 
 

7. To review and manage contracts and suppliers of services on behalf of 
individual and multiple clients and occupiers with experience of effective SLAs 
and contract review and procurement practices. 
 

6. Working with our Finance Team, to review management finance procedures; 
debtor management and monitoring of financial systems including transparent 
service charge statements and timely demands and liaison with landlord 
accounts teams.  

 
7. To contribute to annual and long term business planning and asset 

management strategies on behalf of our clients. 
 
8. To advise on and review new business opportunities and support the 

management team evaluate new projects that increase company profits. 
 
9. To assist in the preparation of tenders and proposals for new management 

contracts and to be a key part of the senior management team pitching for 
new work and growing the business. 

 
10. To provide advice on and support to Creative Space colleagues when 

delivering consultancy and advisory contracts across the UK. 
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11. To contribute to all aspects of the management of Creative Space including 
board reports, performance statements against KPIs, Health and Safety and 
all operational aspects of the business as required. 

 
12. Liaison with landlord lawyers on leases, service charge statements and 

review to ensure occupational terms are properly documented. 
 
13. Liaison with landlord marketing teams and agents to assist with leases / 

licences and with maximising the rate of lease renewals at potential tenant 
breaks. 

 
14. Review and identify training needs across the operational teams and 

contribute to delivering our commitment to staff and customers by maximising 
the contribution that our teams can make through continuous training and 
professional development. 

 
15. Review of monthly financial commentary and notes to accompany Creative 

Space management accounts for board of directors. 
 
16. Collaborate closely with Finance Team to implement financial controls and 

encourage good practice amongst all Creative Space colleagues. 
 
17. To assist Creative Space directors with other aspects of the Company’s 

business as required. 
 
18. Any other duties as requested the Directors in order to meet the changing 

needs and demands of the business. 
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Job specification 
 
Creative Space Management strives to be an Equal Opportunities Employer. We 
provide a job specification for every role indicating the key qualities that are 
mandatory as well as those that would be desirable but may not be essential.  
 
Our recruitment process is designed to match an individual with our role and to try 
and ensure that candidates understand exactly the qualities we are looking for and 
how we will evaluate them. 
 

ESSENTIAL DESIREABLE DEMONSTRATED 
Experience of managing and 
operating commercial, multi-
occupied and serviced office 
buildings. 

Demonstrable track record of 
leading management of 
multiple assets with a list of 
achievements and outcomes. 

CV.  
Technical exercise 
References. 

Experience of setting up and 
managing service charge 
schedules on behalf of 
occupiers with a track record 
of improving transparency 
and quality (as well as cost) of 
services. 

Extensive experience of 
setting up and delivering 
industry compliant and 
exemplary good practice 
(complying with RICS best 
practice) systems. 

CV. Interview. 

Recognised industry 
qualifications (RICS) and 
evidence of professional 
development within the sector 

MSc FRICS or other higher 
level advanced recognition. 

CV. References. 

Willingness to innovate and to 
challenge accepted industry 
norms in order to improve 
quality of service for asset 
owners and end users.  

Can demonstrate examples of 
innovation in their work to 
date, being able to clearly 
quantify the benefits as well 
as be aware of the risks. 

CV. Technical  
exercise. References. 
Interview. 

Experience of managing all 
aspects of financial 
performance of commercial 
properties, setting up and 
implementing effective 
financial controls and 
evaluating performance 

Experience of working with a 
finance team and supporting 
the growth of an estate and 
facilities management 
business as it expands from 
regional to national operations  

CV. Interview 

Capable of playing a 
leadership role to support 
existing teams; to maximise 
their potential and to be able 
to recruit and lead new teams 
as part of growth of the 
business.  

Experience of growing teams 
and with an understanding of 
how to plan for and implement 
growth, minimising the risks 
and maximising the 
opportunities. 

CV. Interview. 

Demonstrable commitment to 
customer service. 

Impressive customer service 
values and experience.  

 Interview 

Commercial experience of 
tendering or competing for 
new contracts. 

Demonstrable track record of 
success in competing to win 
new business. 

Interview.  
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