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JOB DESCRIPTION
	Job Title                                                    :   Premises Manager

	 
 

	School                                                       :   Rosetta Primary

	

	Line Manager                                          :   Head Teacher

	

	Supervisory Responsibilities                :  Premises Staff, contractors and visitors 
                                                                      
                                                                     
                                                                     
                                                                  
	

	
Grade PO2
	


 
Job Purpose
To be responsible for ensuring that the school has the most suitable, safe and secure working environment for all its pupils, staff and visitors.  To be responsible for the strategic planning and day to day operations in relation to buildings and premises including managing budgets and providing leadership and management for:
· All premises staff
· Health, safety and welfare
· All matters regarding premises and facilities


Accountabilities
Premises:

· To report to the Finance and Premises Committee highlighting areas for development and action plan progress.
· To ensure the H&S paperwork is tracked and in line with statutory regulations
· To ensure the smooth operational running of the school as follows:
· Responsible for and organising the opening and closing of school in accordance with the needs of the school management team
· Responsible for organising cover for the opening and closing of school when required (when on absence leave to be completed in advance
· Responsible for the monitoring of the cleaning of the school 
· Responsible for ensuring the proper cleaning of all premises takes place at all times, including spillages and accidents and organising emergency cleaning as required
· Responsible for the monitoring of the repairs and maintenance  budget allocation and spending
· Responsible for asset management in the school, including the implementation and up keep of an up to date computerised register
· Responsible for the line management of all premises staff, including the supervision and monitoring of staff performance
· Responsible for identifying  the appropriate training needs of premises staff and ensuring that all training is recorded
· To ensure all the H&S statutory checks are compliant, checked and regularly reviewed



Facility and Property Management

· To be responsible for the regular review of all contracts including the administrative processes for specifying of minor contracts ensuring compliance with contractual obligations
· Responsible for briefing contractors prior to carrying out work on the school site and for ensuring their safety procedures and plans are appropriate for the proposed activities
· Responsible as the principal client site supervisor of contracting staff to ensure all work is signed off only when full contract specification has been achieved and for ensuring that any error or omission is speedily remedied
· Responsible for the safe maintenance and security of all school premises
· Responsible and lead for the maintenance of the school site and grounds including the purchase and repair of all furniture and fittings
· Responsible for the monitoring , assessment and review of contractual obligations for outsourced school services
· Responsible for ensuring that a safe environment exists for all stakeholders of the school but providing a secure environment in which due learning processes can be provided
· Responsible for the monitoring of ancillary services e.g. cleaning etc., to ensure these services are delivered effectively and within budget
· Responsible for the management of school premises
· Responsible for maintaining all records with regard to all annual/register statutory, health and safety checks, e.g. portable appliance testing, electrical integrity testing, etc.
· Responsible for the appropriate and effective signage around the site to facilitate the speed and safe evacuation of the buildings in case of an emergency
· Ensuring all paperwork is in order when completing the audit check weekly meeting the with Business Manager

Health, Safety and Welfare

· Act as the school’s Health & Safety Co-coordinator and Fire Office
· To keep up to date register on health and safety and welfare regulations to ensure a sound understanding of the main health and safety issues specific to the school and how they relate to pupils, staff, visitors and contractors
· Responsible for the planning and instigation of regular fire practices, alarm tests and the maintenance of records of fire practices and alarm tests and to ensure that emergency procedures are appropriate
· Responsible for drawing up and reviewing a critical incident plan
· Responsible for ensuring the health & safety policy is implemented at all times, is put into practice and is subject to review and assessment at regular intervals or as situations change
· Responsible for ensuring that regular consultation takes place with staff and outside agencies on health and safety issues
· Responsible for ensuring that systems are in place to enable the identification and prompt reporting of hazards
· Responsible for the effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors and where appropriate the Health & Safety Executive
· Responsible for the maintenance of equipment and infrastructure for protection against and escape from fire
· To be responsible in co-operation with the Fire Service, for the updating and maintenance of equipment for protection against and escape from fire in accordance with changes to regulations
· Monitor and track training for the Fire Marshalls and report any defects to the Head Teacher and Business Manager
· To complete daily, weekly and termly H&S checks relevant to the role as required



Procurement and Contract Management

To be responsible for all contracts procedures within the school, and report to the Head teacher and Business Manager of any strategic findings:

· Project management, supervision and co-ordination of contractors
· Investigating availability and suitability of options for new purchases
· To be the principal client site supervisor for contracting staff and to brief contractors carrying our work on the school site ensuring that all work is signed off only when full contract specification has been achieved and for ensuring that any error or omission is speedily remedied

Maintenance

To be responsible for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property and for the installation of plant and equipment for lighting, heating, domestic hot water, cooking, ventilation, water softening, energy conservation etc.

· Responsible for the speedy cleaning of slippery floors, floods, spillages and bodily fluids (which are not on children or their clothing)
· Responsible for regular site inspections to identify the need for repairs and improvements particularly those that can be undertaken in-house
· Responsible for the safe disposal of waste and the appropriate recycling of waste materials where possible
· Responsible for the preparation of a 3 year planned maintenance schedule for the building
· Responsible for ensuring that emergency repairs are carried out promptly and effectively
· Responsible for the safe and efficient use of all mechanical, electrical and heating services
· Responsible and complete minor alterations and improvements to the fabric of the school buildings

Administrative Duties

· To be responsible, in cooperation with the school’s administrative staff and within the scope and budgets delegated by the Head Teacher, for all appropriate administrative work, including ordering, checking of invoices, monitoring of budgets, preparation of estimates and regular stock taking
· Responsible for the maintaining a proper supply of appropriate cleaning materials and basic equipment, ordering replacements as necessary within the budget allocated
· Responsible for ensuring that value for money is obtained on all purchases and contracts

Deliveries and Porterage

· Responsible for the safe storage and recording of items delivered to the school
· Responsible for organising the proper porterage of furniture and deliveries within the school

Other

· To agree any annual leave at the beginning of each term
· Have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the school and the local authority
· To work on own initiative , particularly during school holidays and in emergencies, taking all necessary action to ensure the security and maintenance of the site, and to prioritise the daily workload
· To attend training and refresher courses relevevant to the post

Any other work requested by, and deemed appropriate by the Head Teacher or the Business Manager
Working Hours
The working week will be up to 36 hours with a requirement to be on the school premises and flexibility required within this role.  These hours can change from time to time dependent on the running of the school business.

However, variations to working times within the accountability of the Facilities Management Role may also be necessary on certain occasions when meetings, building work, functions etc. and deadlines are held at the school.

This job description is a guide to the work that you will initially be required to undertake. It may be changed from time to time to meet changing circumstances. It does not form part of your contract of employment. 























PERSON SPECIFICATION

The person specification describes the essential criteria, (minimum requirements), that a candidate must demonstrate for appointment. The desirable criteria are used to help us select between candidates. The criteria initially tested at short listing stages may be given further consideration at later stages of recruitment. 

Use the application form to describe how you meet the criteria outlined below. You should explain and provide examples to outline how your experience, knowledge and skills transfer to the challenges of this post. 

Criteria tested initially at short listing stage (E = Essential, or D = Desirable). 

Knowledge
	1
	An NVQ 3 qualification or equivalent 
	D

	2
	Possess and demonstrate commensurate literacy and numeracy skills.
	E

	3
	Full working knowledge of relevant policies/codes of practice/legislation
	E

	4
	Knowledge of Health and Safety procedures and precautions
	E

	5
	Knowledge of COSHH regulations
	E

	6
	Awareness of health and safety and hygiene procedures
	D

	7
	Willingness to participate in development and training opportunities
	D

	8
	Managerial skills
	E

	9
	Knowledge of moving and handling procedures
	E

	10
	Ability to self-evaluate learning needs and actively seek learning opportunities
	D



Experience
	11
	Experience of working in a school or similar environment 
	D

	12
	Managerial and supervisory roles
	D

	13
	At least three years relevant experience 
	D

	14
	To have undertaken appropriate training and keep up with procedure, legislation and developments in professional practice
	D

	15
	To liaise effectively with other agencies 
	D



Skills
	16
	Skills in written and oral communication
	E

	17
	Proven organisational and time management skills
	E

	18
	Have an industrious “can do” attitude, taking a proactive approach and often taking on duties that may not be directly in their job specification
	D

	19
	To be able to work on own initiative, managing and prioritising own workload under the direction of the Head teacher
	E

	20
	Be a car driver
	D

	21
	Recognise their own strengths and are of expertise and use these to advise and support others
	D

	22
	To promote Equal Opportunities and Anti-Discriminatory practice in all areas of work within and outside the School, in line with legislation of School and Local Authority policy. 
	D



	You will also need to pass background checks by the Disclosure and Barring Service (DBS). 
Previous convictions or cautions may not automatically prevent you from this type of work.
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