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Job Description for Premises Manager


Job Title:				Premises Manager

Line Manager:				Bursar

Responsible for:			Senior Premises Officer x 1
					Premises and Grounds Staff x 4
					Transport Manager x 1
					Minibus Drivers and Coach Supervisors x 6 

Important functional
Relationships:                                 Bursar, Senior Leadership Team, Sports Department
Teaching Staff, Catering Manager, Assistant Bursar, Support Staff, Pupils and Parents 


Important External
Relationships:	Contractors, Service Engineers, and Local Residents.


Mian Purpose of the job:	To take responsibility for all aspects of the servicing, maintenance, upkeep, building works and operation of the school buildings and grounds including our sports pavilion and sports grounds near Worcester Park.

To ensure compliance with Fire, Health and Safety legislation including producing the risk assessments for the premises department and collating all other school risk assessments that are Health and Safety related. 

To support the Bursar in his role as Health and Safety Coordinator and maintain appropriate records for all Health and Safety, and school inspection requirements for the servicing and maintenance of all plant and equipment as well as staff training and any other records that may be reasonably required.

To manage the drivers and coach supervisors and to manage the transport manager in his role of ensuring the regular maintenance and servicing of the school transport and the training and regular checks of staff who drive the vehicles.

To manage the Premises and Grounds budgets.

To assume functional responsibility for the cleaning of the school which is managed by the Senior premises Officer.


Responsibilities and Duties.  

This job description should be seen as enabling rather than restrictive and will be subject to regular review.

· Manage any building and or refurbishment projects and other initiatives as directed by the Bursar.
· Oversee the training and professional development of all the premises staff.
· Take responsibility for all aspects of the maintenance, upkeep and operation of school premises, grounds and sports grounds and to liaise with the Premises, Cleaning and Grounds and Sports staff.
· Manage the Transport Manager with regards to the operation and use of school transport.
· Manage the Premises and Grounds Budgets and liaise with the Bursar on expenditure.
· With the Senior Premises Officer, ensure the premises are clean and cleaned in accordance with the cleaning specification.
· Ensure rooms are set up for concerts, meetings, parents’ meetings etc.
· Drive the school minibus if required.
· Oversee the operations of all outside contractors and ensure works are carried out in accordance with specifications and method statements.
· Produce and manage a maintenance programme for the school during the holiday periods to be agreed with the Bursar.
· Take responsibility for the security of the school’s premises, ensuring that the out of hours call out rota is in place; the Premises Manager is expected to participate in the call out rota and attend onsite outside of school hours as required.
· Keep an inventory of maintenance supplies and equipment; ensure equipment conforms to Health and Safety.
· Carry out annual risk assessments and ensure staff have completed an annual risk assessment for their teaching/office areas and any work required is followed up.
· Work with the Bursar to ensure Fire procedures are up to date and adhered to.
· Taking responsibility as Fire Marshall and ensure that other Fire Marshalls are suitably trained.
· Attend termly Health and Safety meetings at the school and reporting as required on Health and Safety issues.
· Ensure compliance documents for Health and Safety are maintained for inspection.
· Liaise with the Catering Manager with regards to maintenance and repair of equipment and services in the school kitchens.
· Ensure the morning “drop and go” is adequately staff, liaising with the Director of Sport as appropriate, take responsibility for supervising parking on the road outside of the school at afternoon pick up.


Training and Development

Attend INSET training courses or other training to update and extend skills as required by the school.

Additional Duties

The school has some major events functions in the evening and at weekends, which you would be expected to oversee and attend with the Bursar. These include but are not limited to:-

· Annual Fireworks Evening - usually Friday nearest 5th November
· Clear up from Fireworks - Saturday after fireworks
· Annual Prize Day - usually second Saturday in July
· Open Day - usually a Saturday in October
· Summer Fair - usually a Sunday in June


Terms and Conditions

The hours of attendance during term time are 7.15am - 4.15pm (with a half-day one day a week) and 8.00am - 4.00pm during school holiday time.  30 minutes paid lunch break included.

The position is full-time and all year round, i.e. employment continues during the school holidays. Holiday is 5 weeks a year plus the bank holidays. Holidays are to be taken during normal school holidays. Holiday is not permitted during term-time. 

The school operates a contributory pension scheme (currently an employer contribution of 8% with the employee contributing a further 6%).

Lunch is provided free of charge during term time.


General requirements 

All school staff are expected to:

· Work towards and support the school vision and the current school objectives outlined in the School Development Plan.
· Support and contribute to the school’s responsibility for safeguarding our boys.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.
· Engage actively in the performance review process.
· Adhere to the school’s policies and the requirements laid out in the Staff Handbook. 
· Undertake other reasonable duties related to the job purpose required from time to time.






Skills Required

	Strong interpersonal and communications skills including the ability to relate well to people on all levels with sensitivity, tact and diplomacy
	Essential

	First class organisational and administrative skills, with the ability to remain calm under pressure and work to tight deadlines; systematic in approach to tasks, with attention to detail.
	Essential

	Able to deal with sensitive and confidential information in a totally discreet manner.   
	Essential

	Evidence of a pro-active approach to planning and prioritising work, with the ability to use initiative appropriately and to work with minimal supervision.
	Essential

	Strong people management skills including recruitment and performance management, experience of managing 3rd party contractors
	Essential

	Be able to establish and maintain administrative systems and records
	Essential

	Reasonable ICT skills e.g. confident and adept in use of Microsoft applications e.g. Word and Outlook (email).
	Essential 

	Excellent command of written and spoken English
	Essential



Qualifications/Attainment
	Recognised qualifications at NVQ3 level or above, or the equivalent gained through experience.
	Desirable

	Professional qualification and membership of a professional body (e.g. IWFM)
	Desirable

	Driving Licence – preferably D1 or willingness to obtain D1 so that you can drive a school minibus
	Essential

	Paediatric/Emergency First Aid at Work qualification (this is a requirement on joining or shortly thereafter. If you do not possess this qualification once recruited, we will arrange for you to undertake the training) 
	Desirable



Experience
	Strong management experience and managing contractors and refurbishment projects	
	Essential

	Experience of working in an educational setting
	Desirable



Attitude/approach
	Honesty, energy, self-motivation, enthusiasm
	Essential

	A willingness to give generously of their time to support school events and activities
	Essential

	Professional, and approachable in relating to all members of the school community, suppliers etc.
	Essential
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