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	[bookmark: page7]Job title:
	Estates Coordinator (temporary role)

	Location:
	Emanuel School, Battersea Rise, London, SW11 1HS

	Reporting line:
	Estates Director (ED)

	Hours:

	8am to 5pm, Monday to Friday. This is an all-year position, working during term time and school holidays. Occasional Saturday mornings and evenings may also be required for which overtime pay will be given.
 

	Salary
	£30,000- £35,000 per annum, dependent on experience

	Contract
	This is a temporary role for a period of 6 months, commencing as soon as possible, with the potential to become permanent.


	Benefits:

	· A generous annual leave allowance (33 days plus UK bank holidays)
· Defined pension contribution scheme, with up to 14% employer contribution and life insurance cover. 
· The school operates salary exchange, and any employer National Insurance savings are passed back to staff as an additional pension contribution
· Salary sacrifice childcare vouchers through TEDS Premier (subject to eligibility criteria)
· Free lunches
· Simply Health healthcare plan, including flu jabs, online GP service and counselling
· Discounts in local shops, restaurants and businesses


	Closing date:
	XXXXX



Key Responsibilities and Accountabilities

Operational
1. Supervision of service contracts, to include the creating, maintaining and monitoring of all databases and compliance folders to ensure all statutory compliance requirements are met and reporting to the Estates Director (ED) with all necessary remedials.
2. Be responsible for implementing and organising the school’s current key system and try to identify ways to improve and streamline the system. 
3. Assist the Estates Manager (EM) with the management of any Estates Helpdesk, its software, helping to issue tickets and follow up on outstanding work.
4. Support the ED with the creation of documentation for the estates and Health & Safety committees and any other committees as necessary. 
5. Support the ED where necessary with the preparation of tender documents, negotiation and quotes.
6. Work with the EM to build strong relationships with all contractors and with the help of HR and the H&S Advisor, administer the schools Approved Contractor Policy and ensure the school’s adherence to the Recruitment Policy (estates appendix).
7. Support both the ED and EM with the review and implementation of Estates documentation, such as Risk Assessments and various policies. 
8. Set up a stock list of products managed and held by the Estates department, setting minimum stock levels/reorder levels and ensure reordering is carried out.  Inform the EM of any over usage of consumables and equipment.
9. Assist the ED and EM with all compliance and H & S matters ensuring that the Estates department are inspection ready.
10. Support the ED and EM with recording and monitoring the training needs of the department.  Working with the Head of Compliance and Head of H&S to ensure members of the department are up to date with their respective training.
11. Ensure the distribution of deliveries.
12. Work with the EM to keep up to date records on the vehicle fleet ensuring that the minibuses are maintained in accordance with the relevant policies.
13. Record and collate all utility readings for all sites and investigate discrepancies.
14. Maintain up to date records of the maintenance of the swimming pool, the regularity of changing of chemicals and the cleaning of the pool plus its surrounding changing rooms.
15. Aid in the smooth delivery of school projects, helping the Estates Director as and when required.
16. Help develop the Estates Department by identifying, creating and maintaining systems and processes to support and enhance the department. 
17. Help monitor and maintain the high standards across the Estates Department

Other
18. Assist the ED and EM in the role out , implementation and ongoing management of a computer aided facilities management system.
19. Play an active and full part in the Estates department and in the life of the school community.
20. Communicate with all staff in a friendly manner fostering a team spirit amongst staff.
21. Undertake any other tasks as required by the ED, EM or a senior colleague that are within the EO’s skill and competence.
22. Provide reports from various school systems as requested by either the ED or the EM. 
23. Complying with relevant Emanuel policies and procedures, including safeguarding procedures, at all times.

This job description should be seen as enabling rather than prescriptive and will be subject to regular review as the needs of the school evolve. You will be required to undertake other comparable duties as the deputy head, headmaster or senior colleague may require from time to time.

Person Specification

The attributes below give an indication of the type of person who may succeed in this role. However, we always consider positively people with backgrounds in different sectors or with the skills/experience that may help them to bring a new perspective to our work. When applying, please do set out clearly how the knowledge, skills and experience that you bring would help you to achieve this important role, whatever your prior experience.

Qualifications and knowledge
· Minimum of 2 years administration and office experience (essential)
· Proficient in the use of ICT and various software packages including the entire Microsoft Office suite (essential)
· Knowledge of statutory PPM’s (desirable)
· Knowledge of building services systems (desirable)
· H&S, Facilities or project management qualification (desirable)
Experience
· Database management and experience of using OneDrive/SharePoint (Essential)
· Project management experience (desirable)
· Working within a facilities/estates department (desirable)
· Working within the education sector (desirable)
Skills
· Excellent customer service skills (essential)
· Good numeracy and literacy skills (essential)
· Ability to multitask in a busy environment (essential)
Personal competencies and qualities
· Willingness to help others and chip in with the team when needed
· Good humoured and flexible  

Please note that as part of our safeguarding policy, applicants will be required to undertake screening relevant to the post, including checks with past employers and the Disclosure and Barring Service.
image1.png
N N ¢

24

"

Emanuel School




