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INTRODUCTION
The following process details how members can get their knowledge, skills and experience assessed in order to achieve the
highest membership category within the FMANZ community – Certified member status (CFMANZ).
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1

ABOUT CERTIFIED MEMBERSHIP

FMANZ has developed Certified membership to gain consistent recognition of the professionalism of facilities managers by the industry,
government bodies and the public. It has been developed against a background of international facilities management associations, with
input from the CFM framework by IFMA.
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WHAT ENABLES APPLICANTS TO ACHIEVE CERTIFIED MEMBERSHIP?

A panel of Certified members assesses whether a candidate’s level of knowledge, skills and experience is enough to award Certified
membership. The following guidance is intended to enable you to assess your eligibility for Certified membership and provide enough
information for the panel to determine your suitability.
a.

The panel assesses an application based on a candidate’s competencies, knowledge and skills that have been developed and
applied through practical experience in FM roles. Within the professional competency framework, there are three competency
categories being assessed, and within these categories there are 13 elements to choose from.

b.

Relevant practical experience is demonstrated through qualifying experience set out in the application form, subject to further
discussion between the applicant and the panel during a follow-up interview.

c.

Knowledge and skills are demonstrated through information and examples supplied in the written submission. This information is
subject to confirmation by referees during a follow-up interview.
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THE APPLICATION PROCESS

You will be asked to complete a written submission followed by an interview with two Certified members.
a.

Written Submission

In order to reflect the diverse nature of the facilities management industry, you need to illustrate your competency in four elements
- one from each of the following competency categories, and one further element from any of the categories:
•
•
•

Technical
Management
Electives

For example, you might choose Health & Safety (Technical); Commercial Acumen (Management); Asset Management (Electives); and
Teamwork & Communication (Management).
Note: you may only choose one of the following competencies - Strategy & Leadership OR Teamwork & Communication.
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TECHNICAL

A.

OPERATIONS &
MAINTENANCE

Demonstrates an
understanding of the
technical aspects of
how a facility works.

B.

FACILITIES
MANAGEMENT
PLANNING

Can compile and
action a facilities
management plan.

C.

HEALTH &
SAFETY

Demonstrates the
ability to manage
health and safety
systems, including
the mental health of
their teams.

D.

TECHNOLOGY &
INNOVATION

Can demonstrate
the implementation
of a contemporary
technological
solution that improves
the FM function.

E.

COMPLIANCE &
REGULATORY

Ensures that the
facility fully complies
with laws and
regulations.

MANAGEMENT

F. COMMERCIAL ACUMEN

G. STRATEGY & LEADERSHIP

H. TEAMWORK & COMMUNICATION

Understands how FM can impact the
financial situation and performance of
the organisation.

Inspires and gets the best out of
staff/contractors that they lead and
demonstrates skills in leading people.

Can work effectively with people
over whom they do not necessarily
have line authority.

ELECTIVES

I.

PROJECT
MANAGEMENT

Manages all stages
of a project.

J.

PROPERTY
MANAGEMENT

Manages property
from a strictly
lease based point
of view, potentially
as the owner’s
representative.

ENVIRONMENTAL
MANAGEMENT
& CONTRACT
K. ASSET
L. PROCUREMENT
M
. STEWARDSHIP &
MANAGEMENT
SUSTAINABILITY
Operates at a
strategic and/
or tactical level
to integrate asset
management plans
into the wider
facilities management
activities.

Manages the
procurement lifecycle,
including contract
administration.

Demonstrates
an awareness of
contemporary trends
in sustainable FM
practice.

The written submission is restricted to 1000 – 1500 words per element in Arial font size 11. This restriction does not include any
supporting appendices or references.
You are expected to supply supporting documentation in order to provide evidence of your experience. For example, minutes of meetings,
extracts from budgets, reports or specifications you have worked with, extracts from motivational emails to the team, project minutes,
communications, papers to the Board etc.
You should remove/redact sensitive information in order to protect privacy/commercially sensitive information.
You should spend time on the supporting background explanation (in a concise manner), in order to provide helpful context to
the assessors.
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In general, the written submission should echo the language used in the exemplars in order to ensure the submission specifically
addresses the competency.
For each of the chosen sections, please provide examples of situations where you have completed work that demonstrates your
knowledge, skills and experience in line with the exemplar candidate column (see exemplars in section 7).
For example, if you select to answer the technical section question – ‘A. Operations and Maintenance’ – write about a time when you
have managed multiple areas of facility operations or systems concurrently.
Your CV should appropriately demonstrate your skills and work history, with no disparity in dates.
It is recommended that your submission and CV are peer reviewed by a colleague or referee. Where this is not possible, and as a last
resort, please contact assessment@fmanz.org to organise a review.
Please only submit what is requested; assessors’ time is valuable and any superfluous information may delay the assessment process.
You will be asked to sign a Code of Ethics as part of your application for Certified membership.
b.

Panel Interview

Once your written submission has been assessed as suitably competent, you will be interviewed by two Certified members of FMANZ,
either in person, or via teleconference. The purpose of the interview is to determine if you have gained the experience, knowledge, skills
and experience noted in your submission and to assess your professionalism. You should expect to be questioned on your submission
during this interview.
You will also be expected to be generally familiar with FMANZ’s Code of Ethics.
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REFEREES

At least two referees who have supervised you will be asked to comment on a selection of your FM knowledge and skills, as well as
provide a character reference. The third referee may be a character referee only but must know you professionally. Referees should be
relevant and be prepared to discuss specific examples that support your submission.
Neither your comments nor your referees’ comments will be disclosed other than to the accreditation panel. You must inform your
referees of the purpose of this application and let them know they will be contacted by FMANZ.
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POST - NOMINALS

Certified membership allows members to use the CFMANZ post-nominal to reflect their membership category and accreditation status.
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ASSESSMENT

Each element of the competency categories will be scored out of five as follows:

6

Rating

Definition

Score

Excellent

Exceeds the requirements. Exceptional demonstration by the candidate of the relevant knowledge,
skills and experience required to meet the competency. Response and interview identify factors that
will offer potential added value, with supporting evidence.

5

Good

Satisfies the requirement with minor additional benefits. Above average demonstration by the candidate
of their relevant knowledge, skills and experience required to meet this competency. Response and
interview identify factors that will offer potential added value, with supporting evidence.

4

Acceptable

Satisfies the requirement. Demonstration by the candidate of the relevant knowledge, skills and
experience required to meet the competency, with supporting evidence.

3

Minor Reservations

Satisfies the requirement with minor reservations. Some minor reservations of the candidate’s
relevant knowledge, skills and experience required to meet the competency, with little or no
supporting evidence.

2

Serious Reservations

Satisfies the requirement with major reservations. Considerable reservations of the candidate’s
relevant knowledge, skills and experience required to meet the competency, with little or no
supporting evidence.

1

Unacceptable

Does not meet the requirement. Has not provided sufficient information to demonstrate that the
candidate has the relevant knowledge, skills and experience required to meet this competency, with
little or no supporting evidence.

0
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EXEMPLARS

A. Operations & Maintenance
Definition

Demonstrates an understanding of the technical aspects of how a facility works

Exemplar

The candidate will be able to demonstrate knowledge of a broad range of the following skills / systems and how they integrate to
provide a well-maintained facility. They will discuss relevant standards or codes of practice and how these are applied in achieving this outcome.
•
•
•
•
•
•
•

Expected skillset /
knowledge

Has managed multiple areas of facility operations or systems concurrently
Has maintenance planning experience
Has implemented a method for monitoring customer satisfaction with the facility and responding to the information collected
Has evaluated the upgrade/disposal of the facility’s components
Has successfully produced, and gained approval for, a business case for a facilities upgrade
Has overseen the acquisition, installation and operation of equipment to targeted parameters
Has optimised maintenance or service programs

Maintenance Management

Building Services

Fire - hose reels,
extinguishers and fire risers

Auxiliary services

Reactive maintenance

Electrical - safety

Security - physical
(and locksmithing)

Ground maintenance

Planned maintenance

Electrical - controls

Security - access control

Civil defence

Maintenance systems

Electrical - lighting

Security - CCTV

First aid

Maintenance staffing
and training

Electrical - UPS

Security - alarms
and monitoring

Signage

Work order systems

Electrical - generators

Lifts and escalators

Relocations

Maintenance scheduling

Electrical - testing

Condition assessments

HVAC - psychometrics

Building fabric and fit-out

IT and data

Condition monitoring
and analysis

HVAC - fluid mechanics
and hydraulics

Roofing

Reception and
concierge services

HVAC - controls and
instrumentation

Windows

Mail services

Cleaning & Waste
Management

HVAC - air quality

Partitions

Catering and vending

Pest control

HVAC - system design

Ceilings

Document management

Cleaning - reactive

Plumbing - water

Flooring

Stationery and
reprographics

Consumables

Plumbing - drainage

Doors and auto doors

Meeting room / occupancy
management

AV technology
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Hygiene services

Plumbing - kitchens

Carpentry

Laundry

Waste management

Plumbing - bathrooms

Exterior maintenance

Art / archival

Hazardous waste

Plumbing - appliances

Furniture

Fire - alarms
(protection systems)

Indoor planting

Fire - passive systems
Fire - sprinklers
What the reviewer will be looking for:
The candidate can articulate how various assets within the FM’s remit are maintained, key considerations are expressed, and constraints are explored.
The candidate must provide detail across at least four of the six categories above to demonstrate to the assessor that they have a wide knowledge base.
In their answer, it is recommended that the candidate integrates a sufficient number of the skills outlined above to demonstrate their application of knowledge.
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EXEMPLARS

B. Facilities Management Planning
Definition

Can compile and action a facilities management plan.

Exemplar

The candidate is able to demonstrate an understanding of how business planning contributes to business objectives. They can
identify the key considerations that make up a useful facilities management plan, demonstrate which items of the plan were
implemented well, and which need or needed further development.
•
•
•
•
•
•

Expected skillset /
knowledge

Has evaluated, developed, implemented or maintained a facility’s management plan that contains asset registers
and service levels
Has recommended actions and alternatives on a facility’s management plan
Has implemented a method to monitor human or environmental concerns in the facility
Has evaluated the facility’s support of the organisational effectiveness
Has enhanced the work life and environment of the people who use the facilities
Has knowledge of return on investment measurements

Fleet management

Reporting

Performance measurement

Event management

Space management

Change management

Environmental management

Energy management

Utilities management

Consultancy services

Disaster recovery

ISO 41001

Stakeholder engagement

Asset disposal /
retention plan

What the reviewer will be looking for:
Evidence of an actual plan or group of documents that together make up an FM plan. Demonstrate the ‘Plan – Do – Check – Act’ method to manage continual
improvement of the FM plan.
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EXEMPLARS

C. Health and Safety
Definition

Demonstrates the ability to manage health and safety systems, including the mental health of their teams.

Exemplar

The candidate understands their responsibilities under the Health & Safety at Work Act 2015 and can demonstrate the activities
that they undertake to comply with the Act. Can provide advice on all aspects of health and safety.
•
•
•
•
•
•

Expected skillset /
knowledge

Has evaluated, developed, implemented and maintained a contractor or internal staff site specific safety plan
(or similar document)
Has been involved in a health and safety audit, and implemented any changes required as a result of the audit
Has developed and maintained a comprehensive hazard register
Understands and maintains a permit to work or similar system to manage high risk activities
Has processes in place to manage wellbeing of staff
Has an understanding of root cause analysis and can demonstrate its use in a recent investigation

Health and Safety at
Work Act 2015

Health and safety risk
management

Personal protective
equipment

Safe work method
statements

Permit to work systems

Height safety

Noise and vibration

Asbestos

MSDS and hazardous
materials management

Legionella

Wellbeing

Stress management

Incident investigation

Zero harm culture

What the reviewer will be looking for:
Evidence that theoretical knowledge of the Health and Safety at Work Act 2015 is delivered in appropriate and practical ways; that identified hazards and
high-risk activities are managed appropriately; and the candidate can demonstrate a safe working culture.
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EXEMPLARS

D. Technology & Innovation
Definition

Can demonstrate the implementation of a contemporary technological solution that improves the FM function.

Exemplar

The candidate is able to demonstrate where they have applied Continuous Improvement (CI) methodologies, technology or
innovation in an FM context. Also, that they are open to new ideas and can critically evaluate these.
•
•
•
•
•
•

Expected skillset /
knowledge

Has implemented or maintained a process of continual improvement
Has implemented a method for monitoring new trends
Has critically assessed new technology, work methodologies, models, assets or materials – including risk identification and
mitigation
Has demonstrable experience using benchmarks for improving facility performance
Has demonstrable experience deriving and/or delivering a technology strategy to support an organisation’s FM delivery
Has an understanding of continuous improvements models and their application in an FM environment

Innovation in FM

Building Information
Modelling

Activity based working

Computer-aided FM

Internet of things

Interconnectivity of various
IT systems

Predictive maintenance

What the reviewer will be looking for:
Examples of where the candidate has led technological improvement projects, or integration of various FM related IT projects, or the use of CI methodologies
to improve FM operations.
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EXEMPLARS

E. Compliance & Regulatory
Definition

Ensures that the facility fully complies with laws and regulations.

Exemplar

The candidate has a good understanding of their building regulatory environment; makes compliance meaningful.
•
•
•
•
•

Expected skillset /
knowledge

Has prepared and applied a safety/security plan for visitors and staff. (This includes a process for ensuring compliance with all
laws and regulations, training and updating standards.)
Has developed and updated business continuity plans
Has managed the process of Building Act compliance and is familiar with the relevant building codes that apply to
their facilities
Has implemented a method for monitoring changes in relevant laws and regulations
Has provided training to maintain the safe and effective use of a facility

Legislation relevant
to the FM

Building compliance

Information and data
management

Insurance and indemnity

Understands local bylaws
and any consent conditions

Fire safety

Asbestos management

Seismic resilience

Contaminated sites
What the reviewer will be looking for:
Evidence that the candidate understands the BWoF process and their responsibilities under the Act and has checks in place to ensure all specified systems
are appropriately maintained. Can demonstrate compliance with consent requirements that may not be related to the BWoF process, such as stationary
container or RMA conditions.
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EXEMPLARS

F. Commercial Acumen
Definition

Understands how FM can impact the financial situation and performance of the organisation.

Exemplar

The candidate has been responsible for the financial management of an FM activity or area of operations.
•
•
•
•
•

Expected skillset /
knowledge

Has prepared and managed budgets
Has analysed financial information and drawn and communicated sound conclusions
Has monitored revenues and expenditures to contain costs
Has demonstrated how their role can impact on the commercial performance of a facility
Can describe the budgetary process and budget cycles for their current or previous organisations

Financial management

Business acumen

Risk

Accounting principles
and procedures

Commercial acumen

Strategy

Economic principles

Policy

Governance

Living wage

What the reviewer will be looking for:
Evidence that the candidate understands the source of their funding, and how that impacts on their own budgetary process. Relevant business cases
that describe the financial imperative of proposed projects. Can demonstrate processes for controlling costs including prioritising spend based on
organisational need.
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EXEMPLARS

G. Strategy & Leadership
Definition

Inspires and gets the best out of staff/contractors and demonstrates skills in leading people.

Exemplar

The candidate understands the characteristics and behaviours of a good leader.
•
•
•
•

Expected skillset /
knowledge

Can demonstrate situations where they have communicated a clear and compelling vision to staff/contractors
Has derived and implemented strategies for motivating staff/contractors which demonstrates:
– Genuine interest in welfare and development
– Commitment to coaching them to take on challenging development opportunities
Has built and led a high-performing team
Has derived and implemented a performance management system to get the best from staff/contractors

People management

Organisational management

Strategic relationships

Win/win management

Characteristics of
effective leaders

Continual improvement

Reflective practice

Professional practice

Conduct

Ethics

Leadership theory

What the reviewer will be looking for:
Minutes of meetings with staff which demonstrate leadership activities or provide feedback on issues. Team emails, motivational messages, compliments etc.
or toolbox minutes encouraging/rewarding good behaviour.
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EXEMPLARS

H. Teamwork & Communication
Definition

Can work effectively with people over whom they do not necessarily have line authority.

Exemplar

The candidate is able to demonstrate that they are able to contribute to a team environment and can use oral, written and
presentation skills to communicate effectively.
•
•
•
•
•
•
•

Expected skillset /
knowledge

Has knowledge and understanding of the principles and behaviours required for a highly performing team
Is able to demonstrate situations where they have been effective in communicating an idea clearly to all parties
(internal and external)
Can demonstrate a situation where they have delivered high level messages in easily understood terms to mixed levels
of audiences
Can demonstrate a situation where they have built positive high-level relationships with internal and external stakeholders,
and worked with them on issues
Can demonstrate a situation where they have identified and removed ‘roadblocks’ to teamwork across different
business groups
Can demonstrate a situation where they have proactively managed a situation before it escalated to conflict
Has participated in team building and engagement sessions

People skills

Teamwork

Collaboration

Managing expectations

Negotiation

Conflict avoidance

Dispute resolution

Customer relationship
management

Stakeholder engagement

Communication skills

Written communication

Communication technology

Diversity and inclusion

Time management

What the reviewer will be looking for:
The candidate can demonstrate a number of forms of communication (appropriate to the audience) that relate to the ongoing process of stakeholder
management, including any dispute resolution events, general project information flow and any significant ‘up stream’ communication. Evidence of
problem-solving activities amongst a range of stakeholders would be appropriate.
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EXEMPLARS

I. Project Management
Definition

Manages all stages of a project.

Exemplar

The candidate is able to demonstrate that they can successfully manage a project using accepted project management
methodologies.
Relevant qualifications: PRINCE 2; CAPM; PMP; PgPM; PfPM.
•
•
•
•
•
•
•

Expected skillset /
knowledge

Has compiled and successfully implemented a coherent, consistent project plan with clear goals and contingencies
Has devised monitoring systems that compare progress against the baseline plan, and managed variations to scope and/or
specification
Has proactively managed risk, with risks and issues identified, and controls and treatments appropriately applied
Has recognised when the project is seriously deviating from the baseline
Has redefined the scope, time and cost plan for the project when one factor must be traded off against the other
Has closed down a project at appropriate review points
Has used project management software tools to help plan and control the project

Minor works

Construction

Materials properties

Project methodologies

Construction process

Structural engineering
principles

Design-build cycle

Construction contracts

Seismic engineering

Design and specification

Surveying and site
planning (and GIS)

Site Safe passports

Project financial control
and reporting

Soil mechanics and
foundations

Workspace design

Works progress and
quality management

Drainage and stormwater

Design principles
(measuring, cabling,
aesthetics)

Project audit

Construction technology

Landscaping

What the reviewer will be looking for:
The candidate should be able to demonstrate the various steps in delivering a significant project, including the stakeholder scoping process and all steps that
lead to final commissioning.
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EXEMPLARS

J. Property Management
Definition

Manages property from a strictly lease based point of view, potentially as the owner’s representative.

Exemplar

The candidate understands and actively manages the tenant / building owner / specialist relationships and can demonstrate the
legal ramifications related to property management. Has appropriate property portfolio management experience.
Relevant qualifications: National Diploma in Real Estate; Degree in Property Management.
•
•
•
•
•
•

Expected skillset /
knowledge

Tenant/client representation for acquisitions, disposals/surrenders, lease renewals and rent reviews
Tenant/client representative for strategic consultancy and due diligence
Has effectively managed a relationship with the client/service provider
Has developed a property plan for a portfolio of assets
Has experience in market research
Has managed the performance of the FM business activity

Corporate real estate
management

Property management

Leasing

Tenant management

Property law
What the reviewer will be looking for:
The candidate can demonstrate contract negotiation communication that is both clear and effective. Can advise on the tenant’s responsibilities and any
inspections/penalties as a result of noncompliance.
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EXEMPLARS

K. Asset Management
Definition

Operates at a strategic and/or tactical level to integrate asset management plans into the wider facilities management activities.

Exemplar

The candidate can demonstrate experience in using a formal asset management system.
•
•
•
•
•
•
•
•

Expected skillset /
knowledge

An understanding of ISO55000 is desirable
Familiarity with IIMM and/or the NAMS Property Manual
Has experience writing asset management plans and strategic asset management plans
Has an ability to assess an organisation’s asset management maturity and implement improvements
Has a high level of understanding of risk management
Has experience with AMIS (Asset Management Information Systems)
Has experience in the assessment of asset condition and an understanding of asset performance
Has data analysis experience

NAMS

Lifecycling

ISO 55000 (AM)

Asset performance

Capital asset management

Engineering or technical
background in building
services or similar

What the reviewer will be looking for:
Evidence that the candidate has developed an asset management framework or works within an existing framework, and that they understand the relationship
between risk, consequence of failure and operational performance of assets and how this informs asset maintenance/replacement decisions. Also, an
understanding of long term budget development and an understanding of Total Cost of Ownership.
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EXEMPLARS

L. Procurement & Contract Management
Definition

Manages the procurement life cycle, including contract administration.

Exemplar

The candidate demonstrates a sound understanding of key procurement and contract management principles and practices. This
could include evidence they have:
•
•
•
•
•
•
•

Expected skillset /
knowledge

Adhered to ethical standards and relevant legislation
Demonstrated effective risk management
Encouraged a collaborative relationship with key stakeholders and suppliers
Produced a contract management plan
Researched and analysed service categories to support procurement activities
Procured goods or services using established contract management practices
Maintained probity compliance

Service specification

Tendering

Relationship management

Negotiation skills

Monitoring and
measurement

Supplier management

What the reviewer will be looking for:
Evidence that the candidate demonstrates and applies skills reflected in the skillset above, including stakeholder reports and other relevant documentation.
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7

EXEMPLARS

M. Environmental Stewardship & Sustainability
Definition

Demonstrates an awareness of contemporary trends in sustainable FM practice.

Exemplar

The candidate has experience in developing, monitoring or implementing sustainability initiatives, and has mechanisms in place to
actively manage social and environmental impacts of FM activities.
•
•
•
•
•

Expected skillset /
knowledge

Has developed or works within a sustainability plan
Has an understanding of the impacts of the FM function on the sustainability goals of an organisation
Has managed a NABERSNZ assessment
Has implemented electric vehicles to assist an organisation to reduce its carbon footprint
Has reviewed renewable energy options

Sustainability

NABERSNZ

Greenstar buildings
(NZGBC)

Carbon Zero buildings

Electric vehicles
What the reviewer will be looking for:
The candidate has an understanding of contemporary sustainability frameworks and applies these frameworks to FM activities. Can demonstrate a plan to
reduce the impact of buildings and infrastructure on the environment and understands the social impacts of their work.
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