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Job Title Trust Estates Manager 

Reporting To CFO 

Scale / Salary Range / Contract NJC scale points 37 to 41  
£43,516 - £47,573 per annum (plus April pay award pending) 
Full time, all year round, 37 hours per week. 

Responsible For Leading School based Site and Facilities Managers 

  
  

Core Purpose 

• Manage the Trust Estates, Services and Facilities Strategy  

• Lead and manage the Trust Asset Management Strategy 

• Be responsible for Health and Safety Compliance and Management across the Trust. 

• Lead on the use of ‘Every’ across the Trust and manage risk in key areas of the business 
 

 

Key Accountabilities (and specific duties/responsibilities): 

Health and Safety 

• To maintain oversight of Health & Safety across the Trust Estate, acting as the Trust’s 
Health & Safety Co-Ordinator for Construction Design Management projects, Asbestos 
Control Manager, lead on fire safety and Legionella Control Manager 

• To carry out an annual review to determine that the Trust properly discharges its duties 
under its own health & safety policy; the health & safety at work act; COSHH regulations; 
and any other statute, regulation or directive. 

• To develop, implement and communicate policies, procedures and processes concerning 
Health and Safety (including risk/emergency management). 

• To promote and monitor safe working practices within the Trust and to provide regular 
reports to the CFO, CEO and Governors where required.  

• To actively monitor developments and changes in legislation in respect of Health and 
Safety requirements and advise on appropriate action as required. 

• To oversee the training provision for all staff as required on health and safety matters, to 
include first aid and fire safety. 

• To oversee the training provision for all staff as required on health and safety matters, to 
include first aid and fire safety 

• To prepare half-termly updates and annual H&S report for Trust Board reporting on 
information compiled from all schools in conjunction with the Trust external Health and 
Safety partner. 

 

 

 

 



 

 

 

 

Facilities and Estates 

• To lead the team of Site and Facilities Managers in the academies within the Trust. 

• To have Trust wide responsibility for the creation, development and implementation of 
an Estate Management Plan; ensuring a rolling programme of maintenance keeps the 
estate in good order. 

• To ensure through audit that regular checks of buildings, cleaning, grounds, furniture, 
fittings are undertaken by appropriate staff and to take appropriate action, which will 
include advising senior management on technical issues, financial and budgetary 
implications.  

• To lead the management of EVERY Compliance system across the Trust.  

• To maintain oversight and manage if appropriate, the tendering, implementation and 
snagging of all capital projects so that they are delivered on time, on budget and are 
value for money.  

• To ensure that orders placed for approved site works/services are in accordance with 
approved policies, procedures, specifications, timescales and that the work is supervised 
and completed satisfactorily.  

• To maintain oversight of the security of Trust Estates including the operation of fire, 
smoke and intruder alarms, emergency key holder responsibilities and risk management.  

• To manage the oversight of approved contractors and suppliers to the Trust.  

• To work closely with other Trust Managers and academy Site Managers to ensure best 
value and efficiency in all multi location works. 

• To manage the Trust asset inventory.  

• To lead on the sustainability / green strategy, ensuring best practice of energy 
conservation in the use of heating, light, water etc. is developed and maintained.  

• To manage the use of the Estate to maximise income generation through lettings and 
other community use.  

• To have oversight of the cleaning provision across the Trust.  

• To manage budgets effectively, ensuring all financial policies and procedures are 
followed diligently.  

• To monitor school budgets, supporting and challenging the Site and Facilities Managers 
at each school within the Trust. 

• To support the CFO and CEO in maximising opportunities to bid for additional capital 
funding that supports the Trust ambitions.  

• To lead on the procurement of best value for money contracts. 
 

Compliance Assurance and Communication 

• To ensure that compliance control systems in Estates, Facilities Management and Health 
& Safety are managed effectively.  

• To ensure there are accurate and up-to-date information/records / reports relating to the 
areas of Estates, Facilities Management and Health & Safety.  

• To identify and take appropriate action on issues arising from data, systems and reports, 
setting deadlines when necessary and reviewing progress on action taken.  

• To undertake relevant due diligence activity appropriate for the remit of the role. 



 

 

 

 

 

Finance 

 To monitor the premises related capital and revenue budgets and make recommendations on the 
prioritisation of spending plans. 

 To provide relevant information to the CFO to assist with annual budgeting and longer-term financial 
planning processes. 

 Ensure best value is achieved in premises related operational expenditure, including identifying and 
implementing efficiency savings, obtaining quotes for services and repair work required in line with 
the Trust’s financial procedures and ensuring that all premises related service providers are meeting 
their contractual obligations. 

 Review and update the Trust’s asset management plan regularly and formally on an annual basis in 
line with the Trust’s financial procedures. 

 

 
Other Specific Duties: 

• The Trust Central team are located on site at the Polaris Multi Academy Trust Offices. There 
will be a requirement for multi-site working at academy / school level, based on the needs of 
the Trust and requirements of the role. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside 
the workplace. 

• To continue personal and professional development as required. 

•  To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the 
Trust, commensurate with the salary grade of that post if it is higher than the employee’s 
current salary. 

• To work in the best interests of the Trust, its pupils, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, 
Equal Opportunities, Teaching and Learning and Health and Safety. 

 
Whilst every effort has been made to explain the main duties and responsibilities of the post, 

each individual task undertaken may not be identified.  Employees will be expected to comply 

with any reasonable request from a manager to undertake work of a similar level that is not 

specified in this job description. 

 
This job description is current at the date shown, but, in consultation with you, may be changed 

by the Trust to reflect or anticipate changes in the job commensurate with the grade and job title 

and/or Trust. 

 

 

 



 

 

 

PERSON SPECIFICATION 

Job Title: Trust Estates Manager 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications  

 

• Possess GCSE qualifications, including a 

minimum of grade C / 5 in English and 

Maths. 

• Full UK driving license and possess a 

vehicle to travel between academies.  

• NVQ4, Diploma or equivalent in Building 

or Facilities Management. 

• Be working towards or already achieved 

a nationally recognised Health and Safety 

qualification.  

• Possess A Level and/or 

equivalent Level 3 

qualifications.  

• NEBOSH certificate level 

or above. 

• Degree educated. 

Experience • Experience of managing premises in a 
multi-site group complex organisation. 

• Evidence of leadership of diverse teams 
across a large organisation. 

• Significant facilities management 

experience in a similar role.  

• Experience in Health & Safety 

management, operations and 

responsibilities.  

• Experience of working with a range of 

contractors on capital and / or 

maintenance projects. 

• Experience of designing and managing a 

rolling programme of maintenance. 

• Experience of managing cleaning, 

security and grounds maintenance 

services. 

• Experience of delivering capital projects 

across educational estates.  

• Experience of managing a team.  

• Experience of delivering services to meet 

customer needs. 

• Experience of managing competing 

priorities and working to tight timescales. 

• Experience of working in 

a school, academy, trust 

or other educational 

based background  

• Practical building or 

maintenance skills 

 



 

 

 

 

Knowledge & 

Understanding 

 

 

 

 

• Knowledge and understanding of 

Health and Safety requirements.  

• Knowledge and understanding of 

Building Management Systems. 

• Excellent customer service skills and 

the ability to understand the needs of 

the business. 

• Excellent organisational and time 

management skills and the ability to 

prioritise work for yourself and others. 

• Ability to disseminate knowledge and 

good practice to other members of 

staff. 

 

Personal Qualities 

 

• An excellent record of attendance and 

punctuality. 

• Ability to relate to and communicate 

with a wide range of people (staff, 

external contractors, external 

customers etc.) with a calm and 

courteous manner. 

• Self-motivation and personal drive to 

complete tasks to the required 

timescales and quality standards.  

• Commitment to continuous self-

development including undertaking 

qualifications in key areas. 

• Self-awareness.  

• Sense of humour.  

• Reliability, integrity and stamina. 

• Resilience and perspective. 

 

 

 

 

  



 

 

 

 

 


