

Premises Manager 
Job Description
Job Title:
Premises Manager
Responsible to:
Headteacher
Job Purpose:

To contribute to the provision of high quality maintenance, security and cleanliness of the school buildings and grounds which ensures that learners have a comfortable, clean safe and well maintained environment in which to work or otherwise use the school facilities.
Key Accountabilities and Responsibilities
Security & Supervision
· Open the school grounds and buildings and unset alarms in accordance with schedules and one off bookings (lettings).
· Lock school doors and gates and set alarms in accordance with schedules and one off bookings (lettings) as necessary to maximise the security of the school and grounds at all times and minimise the opportunities for vandalism.

· Attend the premises when alarm is triggered, out of hours and liaise with Police as necessary to ensure the premises are secure.

· Is a registered key holder and ensures the security of the premises as delegated by the Headteacher.
· Provide access to the premises for contractors and advising the Headteacher of their presence.

Cleaning & Maintenance
· Reporting to the Headteacher evidence of major and minor defects.

· Carrying out minor repairs to the site such as minor adjustments to doors and windows, replacement of locks, board up or replace windows, general carpentry repairs, change tap washers, replace light diffusers etc.

· In liaison with the Headteacher to order and supervise day to day repairs for approved contractors ensuring they are carried out to the correct standard.

· Operating and checking boiler and ventilation systems and ensuring that they are maintained to the correct standard including checking automated systems, time clocks etc.

· Checking fire appliances at regular intervals ensuring that they are serviced by the approved contractor, testing fire alarms weekly and keeping records of testing and evacuations.
· Checking intruder alarm systems at regular intervals ensuring that they are serviced by the approved contractor, testing intruder alarms weekly and keeping records of testing.

·  As delegated by the Headteacher, monitoring the standards of the cleaning contractor, reporting defects to the central management team.
· Ensures that the contractor carries out specialised cleaning at the relevant times.
· Taking steps to keep the premises free from infestation from pests and vermin.

· Carrying out emergency cleaning duties during the school day e.g. removal of body fluids, broken glass, flood damage, etc.
· Maintain school grounds to high standard, including school perimeter 

Resource & Organisational Tasks
· In liaison with other school based staff operates the lettings system, ensuring that facilities are provided at the agreed level and that the areas let are returned to their normal use on time.
· In liaison with the school staff to maintain stock records as required.
· Assist with the receipt, distribution, collection and despatch of goods.

· Assist and participate in the organisation and movement of furniture within the building.

· Maintain and arrange orderly and secure storage of supplies.
· In liaison with the Schools Safety Officer, takes step to ensure that the premises are free from hazards and safe, warm and secure for pupils, staff and visitors.

· Transports monies to and from the bank as necessary.
· Monitoring and ordering of fuel and ensuring economy measures are carried out.

· Implementing risk management policies as directed by the Headteacher/site manager.

· Reporting to the Headteacher any spend against agreed budgets.

· Carrying out any other duties appropriate to the grading level as required by the Headteacher.
Other Responsibilities
· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
· Contribute to the overall ethos/work/aims of the school.

· Attend relevant meetings as required.

· Participate in training and other learning activities and performance development as required.

· Treat all users of the school with courtesy and consideration.

· Promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.
Elements of this job description and changes to it may be negotiated at the request of either the Headteacher or the incumbent of the post.
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Premises Manager 
Person Specification
A willing “can do” attitude is essential along with a general knowledge of basic plumbing, electrical and decorating repair procedures, general knowledge of health and safety procedures and precautions.  

Experience (desirable but not essential)

Handy person

Qualifications/Training:
· Willingness to undertake induction training.

· Cleaning and support services N/SVQ Level 1 OR equivalent experience or equivalent qualification, or willingness to train to achieve these.

Knowledge/Skills:
· General knowledge of basic plumbing, electrical and decorating repair procedures

· General knowledge of health and safety procedures and precautions

· Awareness of COSHH regulations 
· Awareness of health and hygiene procedures

· Knowledge of moving and handling procedures
· Ability to undertake relevant training

· Literate and numerate

· Ability to work as part of a team

· Willingness to use relevant equipment

· Ability to relate well to children and adults

· Willingness to gain knowledge of cleaning procedures required to meet specified cleaning standards

