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Job Description

	Job Title
	Estates Manager  
	Date prepared: Nov 2019

	
	Reporting to:  Business Manager


	Salary Grade:  N


	Purpose of role 
	Being responsible for the operational management of all sites. Providing a comprehensive premises support service to all EOTAS sites to ensure that the estate meets current Health & Safety and compliance regulations as well as meeting teaching and learning needs.
To support the Business Manager in ensuring that the estate is well maintained and, where relevant, competent contractors engaged to provide services.

To work with the Senior Leadership Team to ensure that all estates related matters are dealt with in an effective and consistent manner, providing services, advice and guidance regarding policy and industry best practice.



	Main duties
	Premises On-site and Help Desk Support
· Design and implement premises support to meet the cluster requirements, ensuring that teaching and learning needs are met.

· Oversee and be proactive in promoting and overseeing the letting of all centres to maximise income and encourage community use.
· Assist with researching and submission of bids for additional funds to enhance the provision at all sites.

· Utilising skills to be able to perform a range and number of routine maintenance tasks in order to maintain the EOTAS buildings to a safe and high standard.
Health and Safety
· Actively monitor EOTAS and SBC legal responsibilities for health and safety developing relevant health and safety systems and procedures and checks.
· Ensure that all areas of H&S compliance training are met and that staff are educated fully in their responsibilities in all aspects of H&S. Keeping up to date and accurate records.
· Arrange for regular inspections and audits to be undertaken in line with EOTAS, SBC and legal requirements pertaining to estates. 
· Act as Cluster Health and Safety Lead in the absence of the Business Manager 

Asset Management Procedure
· Manage an accurate inventory of all physical assets in liaison with the Business Manager and SBC and oversee the implementation of a School Asset Management system, ensuring the accurate recording of assets including purchases, disposals and loaned equipment, to the required standard of SBC.

Continuity, Maintenance and Security
· Maintain and regularly review business continuity and disaster recovery plans. Ensure updates are signposted to all stakeholders.
· Implement and monitor appropriate physical security systems to protect each centre.  

	
	Support Request Management

· Produce and analyse separate incident and problem reports for management purposes including accident review and reporting.
· Analyse the support logs to produce detailed management reports and help plan future support service developments as required

· Set support priorities based on staff availability.

Strategy and Planning
· Ensure regular visits are made to all sites, audits undertaken and documented, acting on findings and advising the Business Manager of follow up actions for all sites. 

· Have an overview of the estate hard and soft services, plan for major developments and project manage their implementation. 
· Actively seek to improve on cost efficiencies in all areas.
· Prepare and monitor planned and preventative maintenance schedules for each site within the service.

· Quality assure all works undertaken within the Estates.
Budget Management 
· Manage the allocated estates operational and capital budgets, identify cost savings and seek opportunities to generate income from bids.
· Understand and interpret the appropriateness of national, SBC and local framework contracts, and procurement policy.
· Contribute to the development of effective strategies for energy management and environmental impact, taking into account cost-effectiveness, regulatory and legal requirements.


	
	Communication Skills 

· Advise senior staff and governors on current and future legislative issues/developments that will impact on the cluster estate.

· Understand procurement requirements and negotiate with suppliers. 

· Document systems and procedures.

· Produce and analyse reports for senior managers either routinely or upon request for your responsibility areas. Attend and present at management committee meetings as required.

· Report on and monitor progress against agreed service levels (both internal and external) for all contracts. 
· Work collaboratively and actively seek engagement with other stakeholders.



	
	Personal Competences 

· Show evidence of having advanced knowledge of hard and soft services.

· Complete the IOSH/NEBOSH Managing Safely course, if not already in place 

· Actively seek to maintain and extend expertise in appropriate areas, including health and safety and legislative areas affecting the premises activities.
· Engage with relevant training to actively support the role – eg (but not limited to) Emergency First Aid, Working At Heights, Asbestos Awareness, Manual Handling.
Educational Awareness 

· Regularly access key estates and education web sites to keep abreast of changes, including environmental impact that will affect the Estate. Act on and inform others as appropriate. 

· Manage the effective deployment of Premises resources to support the curriculum and business needs of EOTAS.



	Line Management 
	· Manage the Facilities Officer and other site staff

	Budget responsibility 
	· Overall responsibility of the buildings maintenance/repair budget and associated contracts.


	Professional standards 
	· To ensure any documentation is produced to a high standard and in-line with the in-house style.
· Support the aims of the Service to promote a positive learning environment.
· Treat all fairly, consistently and without prejudice.
· Set a good example in terms of appropriate dress, standards of punctuality, attendance and conduct.
· Promote the aims of the Service by attending and participating in appropriate events, e.g. Open Evenings, Options Evenings etc.
· Support the ethos, vision and values of the Service by upholding the policies and procedures.
· Take responsibility for own professional development and participate in staff training when provided.
· Reflect on own practice as well as the practices of the Service as part of Service self-evaluation.
· Participate in the management of Service by attending various team and staff meetings
· Be positive and maintain a ‘can-do’ attitude at all times.

	Health & safety 
	In accordance with the provisions of the Health and Safety at Work etc. Act 1974 and the Management of Health & Safety at Work Regulations 1999 (and any subsequent amendments) you must take reasonable care so as not to endanger yourself or other persons whilst at work.  You must also co-operate with the Council to enable it to comply with its statutory duties for health and safety.

You must work in accordance with training or instructions given, make proper use of any personal protective equipment provided and inform your manager of any hazardous situations or risks of which you are aware.

You must ensure you undertake responsibilities relating to your position as detailed within your Directorate Health and Safety Policy.

	Data protection
	In accordance with the provisions of the GDPR (2018), jobholders should take reasonable care to ensure that personal data is not disclosed outside the Council procedures, or use personal data held on others for their own purposes. In accordance with the provisions of the Freedom of Information Act 2000, ensure requests for non-personal information are dealt with in accordance with the Council’s written procedures.

	Safeguarding 
	Demonstrate a commitment to safeguarding, and promoting the welfare of children, young people and/or vulnerable adults.  The post is Exempt from the Rehabilitation of Offenders Act 1974 and subject to an enhanced DBS Disclosure.

	Note
	This post may involve evening and weekend working from time to time and the post holder will need to demonstrate a large degree of flexibility and willingness to work unsocial hours.  The need to adapt working hours around the business need of EOTAS is an expectancy of the job role.

This job description is intended as a general guide to the duties attached to the post and is not an inflexible specification.  It may therefore be altered from time to time at the reasonable direction of the Head Teacher to reflect the changing needs of the Service, always in consultation with the post holder and reviewed annually.
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