



JOB DESCRIPTION & PERSON SPECIFICATION

JOB TITLE: Premises Manager
Job Description
JOB PURPOSE
	
· To undertake, manage and maintain the upkeep of the school premises including repairs and maintenance.
· To undertake security of the site.
· To take overall responsibility for Health & Safety within the Campus including the digital platform used for recording and monitoring of Health & Safety.




DUTIES
	
SPECIFIC DUTIES

General
· Upkeep and general care/maintenance of the school building and outside areas.
· Carry out minor repairs to property, fixtures, fittings and equipment, within the scope of the role. 
· Notify the Campus Principal/Campus Administration (CA) Team (Governance), of any repairs or maintenance work, which is beyond the competence of the Premises Manager
· Where necessary, engaging with contractors and monitoring their efficiency e.g. cleaners, external servicing etc.
· Responsibility for refuse storage, collection and disposal.
· General porterage duties and moving of furniture including preparation of rooms for functions, such as assembly, exams and events 
· Ad hoc cleaning duties in response to spillages etc
· As required, receive and check goods and supplies and take them to the appropriate place for storage.
· Any other work requested by, and deemed appropriate by the Campus Principal and CA Team.

Health & Safety
· Ensure all statutory Health & Safety requirements are met in a timely manner.
· Make safe any hazards and where appropriate cordon off the area.
· Complete weekly/monthly/annual testing and inspections as per guidance.
· Manage the necessary checklists and systems on the OSG Safety Portal.
· Ensure that clear passage is maintained on fire escape routes at all times.
· Promote Health & Safety culture with all stakeholders.
· Meet with H&S committee on a scheduled basis,

Security
Overall security of all premises including:
· Unlocking and locking of school premises, including during holidays where needed,
· Responding to, and resetting of, the school alarm, liaising with the police and
· alarm company as primary key holder (including unsociable hours where required).
· Checking and securing the school premises subsequent to out of hours intruder
· alarm activation
· Checking damage/security every morning on arrival at the premises including perimeter. 
· Monitoring and administering CCTV system when needed
· Allow access to any contractor who may be working on the site, in school holidays or at weekends.

Management
· Manage the general care and maintenance of the Campus premises.
· Oversee and manage the servicing schedule.
· Monitor and supervise the work of contractors working on site.
· Effectively manage Health & Safety requirements.

PERSONAL & GENERAL DUTIES

· To perform such other duties as may be requested from time to time, commensurate with the role.
· Uphold and promulgate the OSG UK ethos within all areas of responsibility.
· Contribute to, share in and promote the wider and longer-term vision of OSG UK and OneSchool.
· To promote equality, diversity and inclusion and demonstrate this within the role, adhering to the OSG UK Equal Opportunity Policy.
· Comply with and support the implementation of all School and OSG UK policies .
· To adhere to Health & Safety Policies and ensure all tasks are carried out with due regard to Health and Safety.
· To work with due regard to confidentiality and the principles of Data Protection, encouraging others to do the same.
· To set an example of positive personal integrity and professionalism, with positive, appropriate and effective communications and relationships at all levels.
· Ensure high standards are maintained, progressed and promoted in all areas of work.
· To undertake appropriate professional development and positively participate in the appraisal of own performance 
· Communicate and co-operate effectively and positively with specialists from outside agencies where applicable. 
· Attendance at staff meetings as appropriate.



	SAFEGUARDING

OneSchool Global UK and its affiliated schools are committed to safeguarding and protecting the children and young people that we work with. As such, all posts are subject to a safer recruitment process, including the disclosure of criminal records and vetting checks.

We ensure that we have a range of policies and procedures in place which promote safeguarding and safer working practice across the school. This is in line with statutory guidance Keeping Children Safe in Education 2023 and The Education Act, we expect all staff and volunteers to share this commitment
 



REPORTING TO
	
· Reporting to Campus Principal / Health and Safety CA Team member
· Possible supervision of others
· Supervision of work undertaken by contractors





SUPPORT FOR THE ROLE 
	
The role is supported on occasion by the National Support Office for compliance.

OneSchool Global UK provides a range of support services in areas such as ICT, recruitment, HR, policies, resources and compliance. 




ISSUED BY
	
OneSchool Global UK 

Issue date: December 2023





Employee Signature _____________________________________   Date ______________________

Campus Principal Signature ________________________________ Date ______________________

JOB TITLE – Premises Manager
Person Specification
	 Specification
	Essential
	Desirable

	Experience and Knowledge
	· Experience of caretaking / general maintenance
	


	Education and Qualifications
	· Good literacy and numeracy skills
· IOSH qualification
· Competent and effective use of ICT
	NEBOSH qualification

	Skills and Abilities
	· Ability to undertake repairs and maintenance tasks
· Strong IT skills and ability to work on a variety of windows programs
· Good communication skills written and verbal
· Good organisational skills
· A positive role model of professional practice and conduct of others
· Good knowledge of heating, security and plant systems
	

	Training
	· Willingness to undertake relevant training and identify own development needs
· Committed to ongoing CPD and Professional development
	COSHH training
Health and Safety Training

	Attributes and Attitudes
	· Flexible approach and positive attitude towards work
· Self-motivated and pro-active 
· Punctual and reliable
· Ability to adapt to changes in the workplace
	

	Equality, diversity and inclusion
	· Knowledge, understanding and commitment to equality, diversity and inclusion informed by practical experience and application  
	

	Safeguarding 
	· Knowledge, understanding and commitment to safeguarding and promoting the welfare of students 
· Ability to form and maintain appropriate relationships and personal boundaries with students
	



The post holder will be required to complete an enhanced Disclosure Barring Service (DBS) Check with appropriate barred list checks, or the equivalent, and must be eligible to work in the UK. A Section 128 Prohibition from the Management of Independent Schools check will apply to this post. 
OneSchool Global UK is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
All staff are expected to be committed to the Equal Opportunities Policy.
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