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ANGLIA POLYTECHNIC UNIVERSITY
Job Description

	Job Title:
	Facilities Manager


	Work Base:
	The Hampshire School, Chelsea

	
	

	Hours of Work:
	Full Time Monday to Friday additional hours as required which may include weekend working


	
	

	Responsible to:

	Head teacher 


	
	

	Responsible for:
	Facilities Management at The Hampshire School, Chelsea spread over 2 sites


	Relationships and contacts:
	School staff and Pupils
Maintenance and facilities staff
Members of the public and Parents
Suppliers and Contractors

	
	

	Job Purpose:
	To be responsible for the formulation and implementation of on-going Facilities Management for the School.
Health and Safety 
Transport Management /coordination

Accountable for the Transport Operators licence 

	
	

	
	


Principle Accountabilities:
1. To be responsible for the overall management of the Cleaning Contract, Grounds maintenance, Internal Planting, Hygiene contracts, Pest Control, Site wide Security, Fire safety, Legionella compliance, School Transport provision and lettings for external use of the schools facilities. 
2. Maintain an out of hours ‘on call’ system, being primary call for fire and  intruder alarm activations 24/7

3. Manage The Schools caretaking and maintenance provision. Providing schedules for P.P.M and Scheduled Maintenance. 
4. Manage the school transport provision, including bus timetables, ensuring cost effective route plans are in place, vehicles are maintained in a roadworthy condition and the operation is within  DVSA guidelines and regulations where appropriate 
5. Manage the on site Heath and Safety ensuring compliance with current legislation, and ISI guidelines.
6. Manage budgets for the department, forecasting and monitoring expenditure to ensure the services operate within budget.

7. Manage the schools external lettings ensuring compliance with the groups policies and procedures.

8. Assist the SLT with the development of facilities services in all areas that relate to this role.
9. Prepare specifications and obtain cost estimates for services and projects as required,   Manage projects within specified service areas ensuring project budgets are not exceeded. 
10. Provide daily reactive hands on maintenance to the fabric and fittings of the buildings.

11. Provide hands on, major building works to enable cost effective refurbishment of the schools buildings and environment.
12. Take responsibility for ensuring that all staff within the facilities department receives appropriate and timely staff development as required.

13. Maintain an awareness of Health and Safety legislation and future government policy to allow the school and group to benefit from changes to the law.

14. Provide specialist Health and Safety advice and professional support to the group as required.
15. Member of the Welfare and Safeguarding committee

16. Manage the operational and compliance side of the Transport Operators Licence 

17. Such other duties temporarily or on a continuing basis, as may reasonably be required.

18. Line management of the facilities team and assisting the Head teacher With the annual appraisal process

Knowledge, Skills and Attributes:-

Flexibility

Excellent communication skills

Good working knowledge of Microsoft Office, including excel and database products

Ability to handle pressure

Ability to prioritise workload and schedules of work

Full unrestricted D1/PSV Driving Licence and supporting drivers CPC card

A minimum of 2 years’ experience in a facilities/maintenance capability is desirable.
This Job description should be seen as an indication of the role and not an exhaustive list of duties.

The Hampshire School is committed to safeguarding and promoting the welfare and wellbeing of the children and young people and expects all staff, volunteers and other third parties to share this commitment.
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