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NORTHAMPTON SCHOOL for Boys
JOB DESCRIPTION
The Governing Body is committed to safeguarding and promoting the welfare of children

and young people and expects all staff and volunteers to share this commitment.

NAME:             

POST:             

ESTATE MANAGER 



(NSB Support Staff pay range 29-36, £32,910 to £39,880)




37 hours, 52 weeks




7.30am-4:00pm Mon-Thur



7.30am-3.30pm Fri

LINE MANAGER:  
Nominated Assistant Headteacher
All staff are expected to:

· uphold public trust in the education profession and maintain high standards of ethics and behaviour, within and outside school

· promote fundamental British values, including democracy, the rule of law, individual liberty and mutual respect, and tolerance of those with different faiths and beliefs

· ensure that personal beliefs are not expressed in ways which exploit students’ vulnerability or might lead them to break the law

· treat students with dignity and at all times observing proper boundaries appropriate to a  professional position

· have regard for the need to safeguard students’ well-being, in accordance with statutory provisions

· uphold school policy and practice, promote actively the agreed policies of the school and implement the Code of Behaviour and Dress Code as a matter of routine

· follow agreed school policies for communications within the school

· ensure that accommodation is treated with respect and in line with any Health & Safety procedures

· play a full part in the life of the school community, to support its distinctive mission and ethos, and to encourage staff and students to follow this example

· comply with the school’s Health & Safety Policy and undertake Risk Assessments as appropriate

· be thoroughly professional and demonstrate consistently high standards of personal and professional conduct

· maintain high standards in their own attendance and punctuality

· work as a member of the support staff team and to contribute positively to effective working relationships

· communicate effectively with fellow members of the team

· be courteous to colleagues and provide a welcoming environment to visitors and telephone callers

· comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description

The Estate Manager will be responsible for the smooth running of the school site. This will include:

-
management of all personnel responsible for the maintenance and running of the school site, and supervision of their duties;

-   
identifying the training needs of the Estate staff and arranging appropriate training;

-
attending governors' Estate, Health & Safety Committee meetings and attending/chairing other meetings when these are put in place for specific projects;
-
maintaining accurate and up to date maintenance plans and records;

-    
advising on short, medium and long term Estate development plans including maintaining an up to date 5 year plan;

-    
liaison with contractors to ensure the smooth running of the buildings and all maintenance, including correspondence and tenders (in line with school policy on tendering);

-    
ensuring that appropriate school managers are fully informed of Estate developments and maintenance issues; communicate effectively;

-    
responsibility for Health & Safety throughout the school and school related business including Risk Assessments and statutory compliance;

-    
oversight of the completion of Estate development projects;

-    
monitoring the work of cleaning operations to ensure quality control;

-
liaising with HR regarding staff access control and keys;
-
maintaining an effective BMS;

-    
ensuring that all main services are maintained at appropriate and economic levels, and plant and equipment runs effectively; also ensuring that contingency plans are in place;

-    
undertaking minor repairs to ensure a high quality working environment;

-    
maintenance of the swimming pool;

-
being available to support open evenings and key weekend events;

-    
ensuring the security of the building and be the designated keyholder and principal contact for police and emergency services out of normal school hours;

· liaising with lettings administrator over bookings and hire of facilities;
-    
devising and implementing a site inspection schedule;

· ensuring maximum cost-effective use of all services, monitoring budgets and energy consumption and producing projections for anticipated costs;

· advising about the efficiency, effectiveness and economy of proposals for new developments;

-    
placing orders for services and materials, with responsibility for management of budgets;

-           some evening or weekend work may be required depending on the needs of the school;
-    
undertaking other duties arising from the use of the buildings as directed by the Headmaster or his representative.  

(Job Descriptions are not exclusive or exhaustive and the nature of the role entails that the postholder may be required to carry out additional duties as reasonably required.)
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

Support Staff are actively encouraged to undertake First Aid training in order to ensure that adequate first aid cover is always available in the school. 

The school has a strict uniform policy with office dress code for Sixth Form students. It is therefore expected that staff will also follow the same high standards. Estate management uniform is provided.
This post is subject to an Enhanced Disclosure and Barring Service (DBS) check
November 2021
