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 Lewisham Education

JOB DESCRIPTION

Title: Premises Officer




Grade: Scale 5 (points 23 – 25) 
School:

Drumbeat School & ASD Service
Section: Premises (All Sites)
Reports to:
School Business Director


Hours: Full-time post (35 hours a week).  

MAIN PURPOSE OF JOB

Under the direction and management of the School Business Director the Premises Officer will assist with the general upkeep of the School premises and with providing a safe, secure, clean and warm environment for all site users and visitors.  

To act as keyholder and participate in the alarm call-out rota for the Brockley site.

MAIN ACTIVITIES AND RESPONSIBILITIES

Maintenance

· Undertake the maintenance and upkeep of premises, including buildings, fixtures, fittings and furniture
· Organise routine repairs and maintenance within the competence of the Premises Team and manage items for emergency repair up to £500

· Carry out routine repairs and maintenance including plumbing/decorating/carpentry repairs and alterations at the direction of the School Business Director and within the competence of the individual

· Engage in preventative maintenance – to eliminate potential hazards
· Undertake as required by the School Business Director checks on drains, gutters, gullies, toilets etc taking appropriate action as necessary
· Liaising with and monitoring contractors on site including cleaning and ground maintenance, ensuring safety procedures are adhered to and work completed satisfactorily
· Use of scaffolding tower to access high level displays, lights and curtains

Security

· Act as a key holder and participate in the alarm call-out rota

· Lock or unlock and alarm the school premises

· Daily opening and locking of gates, shutters, doors and windows.

· Check correct functioning of CCTV equipment, monitor and record incidents as requested, ensuring compliance with the Data Protection Act 

· Maintain and ensure security of school keys
· Patrolling the site at appropriate intervals
· Taking reasonable steps to minimise loss or damage to property and staff
· Assist with the removal of intruders during school hours and take responsibility for reporting intruders out of school hours
· Ensuring that the necessary action is taken to minimise risk of further intrusion and damage, pending more permanent repairs
· Reporting all burglaries to appropriate Authorities including the Headteacher, Facilities Manager, and Police
· Ensure gates and entrances are kept clear
· Ensure parking in designated parking bays only and vehicles causing an obstruction are move
· Test fire alarm and other alarms regularly and keep the register of timed fire drills
· Liaise with the police and other emergency services as required.

Cleaning

· Sweeping, clearing litter and debris around school grounds
· Remove graffiti as appropriate
· Cleaning up bodily fluids, other spillages and floods subject to Health & Safety guidelines
· Oversee refuse removal as required
· Report problems and liaise with the cleaning supervisor as necessary.

Heating, Ventilation and Plant

· Regular reading and recording of Fuel and water meters

· Dealing with faults and defects including checking and resetting fuses as necessary up to 30 amps
· Check functioning of systems – maximise fuel efficiency
· Check and replace lamps, tubes and emergency batteries etc. in light fittings
· Replace fire alarm glasses
· Test fire alarm and other alarms regularly
· Check expansion and header and header tanks regularly, daily inspection of boiler dials.

Safety

· Maintain a safe and healthy environment referring all hazards to the nominated Health & Safety Officer for the establishment
· Have knowledge of use and maintenance of fire precautions and equipment
· Clear ice and snow putting down salt to give access and egress to site
· Report all accidents and potential hazards involving staff or plant on site to the Facilities  Manager or in his absence the Director of Operations
· Check safety doors are secured against unauthorised entry where appropriate
· Undertake health and safety cleans around the site as necessary (clearing bodily fluids) in the approved manner
· Carry out checks at the appropriate intervals (as per the daily site report) for:

a. Asbestos.

b. Legionella
c. Emergency Lighting
d. Lightning Protection
e. Firefighting equipment and signage
f. Lifts.
Other Duties:

· Set up and clear seating for exams, assemblies, lunch, parents meetings and other meetings as required
· Undertake the day-to-day help desk requests
· Ensure deliveries are logged, stored and delivered appropriately
· Undertake at the direction of management any one-off tasks as may be deemed necessary within the competence of the post holder
· Proactively liaising with staff in order to negate potential problems regarding school events
· During school holidays be the main point of contact for contractors and other visitors to the school
· Carry out the removal of small pests and vermin and facilitate the work of the pest control contractors
· Cut keys as required, ensuring that security is not compromised.
RESPONSIBILITIES

•
Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

•
Be aware of and support diversity and ensure equal opportunities for all

•
Contribute to the overall ethos/work/aims of the school

•
Appreciate and support the role of other professionals

•
Attend and participate in relevant meetings as required

•
Participate in training and other learning activities and performance development as required.
Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Department/Section.  This is not an exhaustive list of duties and will be regularly reviewed and updated.

EQUALITIES

Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.
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LONDON BOROUGH OF LEWISHAM

Person Specification

Title: Premises Officer




Grade: Scale 5 (points 23 – 25) 

School:
Drumbeat School and ASD Service

Section: Premises (All sites)
Reports to: School Business Director


Hours: Full-time post (35 hours a week).  

QUALIFICATIONS/TRAINING (Essential Requirements)

· NVQ 2 or equivalent or equivalent qualifications or experience

· Good numeracy/literacy skills.
KNOWLEDGE/SKILLS (Essential Requirements)

· Experience of site health and safety issues and understanding of risk assessments

· Knowledge of simple repairs/DIY

· Health and safety issues, particularly relating to a school site

· Locking/unlocking procedures, including the setting of alarms

· Routine maintenance skills

· Full working knowledge of relevant polices/codes of practice and awareness of relevant legislation 

· Ability to communicate effectively, both verbally and in writing, with staff, pupils and external organisations
· Ability to react calmly under pressure

· Ability to relate to and communicate with children.
Aptitude

· Able to work on own initiative

· Able to work flexibly and respond to emergencies

· Organised approach to prioritise work and successfully manage time

· Ability to self-evaluate learning needs and actively seek learning opportunities
· Ability to relate well to children and adults

· Work constructively as part of a team, understanding roles and responsibilities and your own position within these

· Prepared to work overtime as required
· Basic IT skills would be an advantage.

Personal Qualities

· May be required with notice to attend meetings or to work outside of core working hours

· Reliable attendance 

· Must meet London  Borough of Lewisham requirements for the post.
Equal Opportunities

To operate a positive commitment to the Council’s Equality and Diversity Policy and to ensure that it is implemented within the service area of the post.
Circumstances

The person undertaking this post must have a current enhanced DBS. If a candidate does not have this status, then they will be required to complete an application only if recruited to this post.

The postholder will need to physically fit enough to undertake the duties of the post. This will be determined by Lewisham's Occupational Health service and may include the use of adaptations or the provision of equipment.

