
 

 

 
 
 

        Job Description 
 

Post title Facilities Manager   

Academy Haberdashers’ Aske’s Knights Academy 

Grade Scale 7 - £30,718 - £33,167 
52 weeks per annum 
25 days paid holiday 
Local Government Pension Scheme 
Shift Patterns  

Responsible to Business Manager 

 

Summary of the overall purpose of the job 

This is a draft job description and the areas of responsibility will be developed throughout the 
year to reflect the strengths of the post holder, their areas for development and aspirations. 
 
To provide effective site management, development and maintenance for the school 
premises across all aspects including site security,  providing proactive and planned 
maintenance, whole school presentation, cleanliness of the school premises and grounds 
and, where possible, contribute towards achieving greater value for money and effective use 
of resources. 

 

Key responsibilities and objectives of the job 

Principal Duties  
 

 To manage the security of the schools buildings and grounds, carrying out 
procedures in accordance with the school’s policy including managing the 
locking/unlocking of the school site, setting and disarming the alarms and monitoring 
the CCTV systems. 

 Monitor, assess and review contractual obligations for outsourced school services 

 Leadership of Premises Supervisors across all Academy buildings 

 As a primary key holder be prepared to attend out of normal hours.  Time off or 
overtime payment will be applicable for additional hours worked 

 Manage and be a super user of the CAFM System 
 Create, manage and monitor processes around in house Preventative Planned 

Maintenance (PPMs) delivered both in-house and by outsourced partners 

 To create and monitor a maintenance programme for all buildings, grounds and the 
equipment the school uses, holds and owns and remove any equipment known to be 
faulty 

 To recommend, via the School Business Manager to Resources Committee, 

programmes of site and/or building improvements together with reviews of planned 

works programmes 

 



 Ensuring all work is consistently completed to a high standard 

 Liaison with internal and external stakeholders 

 Ensure effective letting, briefing clients on fire and evacuation, the premises are 
cleaned and the site is secure. This may involve some evening and weekend work. 

 Management of the school minibus’, including maintenance and refuelling 

 To provide cover for absent colleagues by reasonable re-arrangement of tasks 

 Managing staff shift patterns 
 

Health & Safety 
 

 Responsibilities for Health and Safety across the site in accordance with the Health 

& Safety Policy 

 Promote a positive Health & Safety culture with all users of the school premises 

through Face 2 Face conversations. 

 To be one of the school trained first aiders, being expected to undergo appropriate 

training and refresher training in connection with this role 

 Fire Safety including provision and testing of alarms and emergency lighting, 
maintenance of fire extinguishers and implementing action identified in Fire Risk 
Assessments 

 Display notices required by law 

 Plan, instigate and maintain records of fire practices and alarm tests. 

 Ensure systems are in place to enable the identification of hazards and risk 
assessments 

 Ensure the health & safety policy is implemented at all times, put into practice and is 
subject to review and assessment at regular intervals or as situations change 

 Identifying programmes and negotiating planned and emergency maintenance which 
is drawn up on an annual basis.  To include supervision of works. 
 

Project Management 
 

 Ability to oversee programme of works and meet deadlines 

 To be involved in the planning of work with outside contractors, advising on the 
prioritisation of site repairs and maintenance.  

 Raise orders, provide access, direct/monitor work  ensuring strict adherence to 
Health and Safety regulations 

 Undertaking risk assessments 

 Sign work off on completions 
 
Caretaking and Maintenance 
 

 To participate in professional development activities and performance management 
activities as required 

 Carry out regular inspections of the Academy Schools , to carry out any minor 
repairs and to report to the Assistant Business Manager Major repairs requiring 
further work. 

 Take responsibility for co-ordinating the team rota on a day to day basis to ensure 
that the team cover the unlocking and relocking of the school premises in 
accordance with school timing requirements 

 To establish and maintain holiday rotas that ensures appropriate cover. 

 To undertake the day to day management, training and effective deployment of the 

premises & caretaking staff within a professional and supportive environment, 



ensuring that work is shared and key tasks are covered during absence 

 Monitor standards of cleaning provided by contract staff and raise issues with the 

contractor as appropriate to achieve improved performance and best value for 

money 

 Ensure the highest standard of presentation throughout the school at all times, but 

especially for notified occasions/visitors. 

 Manage and carry out effective repairs and improvements that are within the scope 

of the caretaking team. 

 Monitor service and maintenance contracts including deep cleaning,  window 

cleaning, ground maintenance and heating 

 To liaise with suppliers and order caretaking, cleaning and DIY supplies, ensuring 

supplies are maintained, and receive and / or distribute within the school 

 Records and documentation to be maintained and retained including inventories, 
servicing and compliance schedules 

 Maintenance breakdowns or problems to be reported for repair or replacement 

 Programme grounds maintenance, check drainage issues 

 Ensuring the school site is well maintained and free of litter, ensuring effective and 
safe removal of site waste 

 Manage provision of portering and furniture moving service to ensure supplies are in 

place and school activities can proceed as required, with consideration to manual 

handling safe practices and maintenance of safe access/exit routes and walkways 

within the site. 

 Manage effectively arrangements for collecting, receiving and distributing deliveries 
of goods around the site 

 Advise the School Business Manager on matters of energy control and 
environmental management 

 Carry out decoration of small areas as required. 
 
Skills: 

 Ability to carry out minor repairs, painting and grounds maintenance. 
 Trade background in Plumbing/Electrical/Carpentry is preferable. 
 Evidence of all training undertaken relevant to the post. 
 To be able to work effectively in a school, with staff and students. 
 To be reliable, willing, cheerful and have excellent health and be able to meet the 

physical demands of the post. 
 Ability to develop and maintain good working relationships throughout the school and 

to fit in with and enhance the existing team. 
 Ability to communicate clearly and to write simple reports in an accurate and concise 

manner. 
 Awareness and commitment to follow policies, procedures and working practices. 

 
 

 
Corporate & statutory initiatives 
 

 Maintain an awareness of school, national and statutory policies and requirements 
and apply these in the workplace 

 Attend training as required 
Whilst every effort has been made to explain the main duties and accountabilities of the 
post, each individual task undertaken may not be identified. 
 



The job description gives an overview of the main responsibilities of the role. The daily job 
will also involve any other duties and responsibilities, expressed or implied, which arise from 
the nature and character of the post. 
 
The Academy is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share in this commitment.  
The post holder will be subject to enhanced Disclosure and Barring Service (DBS) 
checks prior to commencing employment.  

 

 
 
 
Please note 

This job description reflects the core activities of the role and as the Federation and the post-
holder develop there will inevitably be changes in the emphasis of duties. It is expected that 
the post-holder recognise this and adopt a flexible approach to work and be willing to 
participate in training. 
 
If changes to the job become significant, the job description should be reviewed formally by 
the post-holder and line manager.  
 

 

FACILITIES MANAGER: PERSON SPECIFICATION 
 
 

Attributes Essential Desirable Evidence 

Education, 
Training 
and  
Qualificatio
ns 

 Health & Safety qualification – IOSH 
managing Safely  
 

 Risk assessment training as an 
assessor - i.e. fire assessment, 
general assessment etc.. 
 

 Experience of working with a CAFM 
system 
 
 

 Will hold a 
good honours 
degree in a 
relevant 
discipline  

 

 Evidence of 
recent and 
relevant 
training 

 

 First aid 
qualification 

Application 
form and 
letter 

Experience 
and 
Knowledge 

 Experience of building and ground 
maintenance work 
 

 Experience of effective leadership 
 

 

 Working as part of a team 
 

 Practical 
experience 
within a school 
environment 
 
 
 
 

Application 
form, letter 
and 
reference 



Skills and 
Abilities 

 Good practical skills 

 Good general knowledge of building 
maintenance 

 Anticipate problems, develop creative 
solutions 

 Good level of verbal and written 
communication skills 

 Able to build and maintain positive 
relationships with individuals 

 Good team and individual worker 

 Prioritise, plan and organise conflicting 
demands on time 

 Adaptable, flexible and responsive 

 Use limited resources to maximum 
effect 

 Letter 
References 
Interview 
 

Motivation 
and 
Personality 

 Positive attitude 

 Genuine concern for the welfare of 
others 

 Initiative and self-motivator 

 Approachable with a good sense of 
humour 

 Letter 
References 
Interview 

Personal  Willing to accept the demands and 
challenges of the post and respond in a 
flexible manner 

 Calm disposition 

 Assertive and supportive 

 Tolerant and realistic 

 Relate effectively to people and work 
well with them 

 Committed to safeguarding and 
promoting the welfare of students and 
Ash Manor School 

 References 
Interview 

Safeguardi
ng 

The School is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share in this 
commitment.  The post holder will be subject to enhanced Disclosure and 
Barring Service (DBS) checks prior to commencing employment.  

 


