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EAST BARNET SCHOOL
Job Description

Post:		Senior Premises Officer
Accountable to:		Assistant School Business Manager 
Grade:		6

Job purpose:	To support the Assistant School Business Manager in the management of school property and premises.

To work under the direction of the Assistant School Business Manager and deputise in their absence, on caretaking and site management issues. 

To work as a key member of the Premises team, ensuring the security, health and safety and cleanliness of the school.

To ensure all tasks are carried out in compliance with the School Health and Safety Statements.

To participate fully in all aspects of the life of the school, maintaining good relationships with students, staff, parents, and visitors.


Overall Duties and Responsibilities 

General duties

1. To deputise in the absence of the Assistant School Business Manager on site related issues.
2. To be the main point of contact between the Premises Team and Assistant School Business Manager.
3. To be responsible for, and ensure that, the Every Issue Management System is utilised effectively. To ensure that jobs are prioritised and responded to within the agreed timeframe. To report defects as appropriate, making any necessary repairs and closing off jobs when complete.
4. To support the Assistant School Business Manager with mentoring apprentices and delivering practical training as required. 
5. To report all defects to the Assistant School Business Manager that require specialist repair, supporting with the requests for quotes and liaising with contractors as required. 
6. To keep all school buildings and grounds secure, reporting breaches of security and preventing trespassing.
7. To ensure that all daily, weekly and monthly statutory checks are carried out, utilising the Every System to keep appropriate records, e.g. emergency lights, water checks, alarm systems.
8. To operate mechanical equipment and tools appropriate to the task being completed e.g. power tools, ride-on grounds equipment, high level access platform, etc.
9. To ensure that litter, bins, graffiti, spillages and sickness are dealt with by the Premises Team efficiently.
10. To regularly check for any potential dangers to students, staff or visitors, and report hazards immediately to the Assistant School Business Manager.
11. To ensure the timely setting up and dismantling of tables, chairs and staging, for assemblies, lunches, exams or other school functions.
12. To support curriculum areas with setting up for lessons or activities when required e.g. supporting PE with set up of trampolines, setting up classrooms, preparation for shows. 
13. To assist with PAT testing, undertaking relevant training as required.
14. To ensure the efficient management of student lockers, including allocation, cleaning and assistance.
15. To ensure regular minibus checks, logging any issues as appropriate.
16. To take responsibility for the management and distribution of staff keys.
17. To be a First Aider and cover for the Welfare Officer when required.
18. To undertake relevant training where required.

Internal Maintenance – in addition to general duties
1. To check the boiler, plant and heating control system regularly and report any defects to the Assistant School Business Manager.
2. To regularly inspect plumbing and electrical light fittings and fuses and report/repair defects as appropriate.
3. To deal with, or arrange to be dealt with, all electrical and gas emergencies, making safe initially by turning off the supply.
4. To undertake minor repairs to fixtures, fittings, furniture and walls.
5. To monitor the supply and availability of consumables & hygiene materials and replace, as necessary.
6. To take delivery of parcels and post and distribute accordingly.
7. To ensure access for emergency services, assist as necessary and secure premises as required.
8. To maintain and redecorate areas as required.

External Maintenance – in addition to general duties

1. To maintain the 3G Astro turf pitch to include weekly dragging of the pitch and removal of any litter/debris.
2. To support the school gardener as required.
3. To clean and clear all drains and gullies to ensure effective and healthy operation.
4. To clear leaves, snow, and ice as appropriate including treatment of surfaces with salt when required.

Security and Associated duties 
1. To act as keyholder for the school and deal with related call-outs.
2. According to working shift, to be responsible for the opening and closing of the school premises, including gates, doors, windows, and fire exits etc., for the purpose of school use, lettings, out of school hours function, maintenance and emergency services.
3. To carry out security procedures for the school buildings and grounds.
4. To regularly check the proper operation and function of alarms and fire equipment and ensure that fire exits are not obstructed.
5. To liaise on a regular basis with the Assistant School Business Manager to report any defects in security and emergency related equipment.
6. To have flexibility to be available for key school events outside of normal school hours as and when required.
7. To comply with instructions received from the Assistant School Business Manager concerning liaising with lettings and our third party lettings provider as required.
8. To ensure the safeguarding of students, staff and visitors.

Administration

1. To carry out regular site meetings with Assistant School Business Manager.
2. To support the Assistant School Business Manager in the planning of a programme of minor maintenance.
3. To supervise contractor visits and upload contractor servicing paperwork and certificates to the Every system.
4. To keep records and comply with all relevant Health and Safety matters, including training, COSHH regulations, inspections, periodic checks and maintenance of equipment.
5. To attend INSET training sessions as directed by the School Business Leader and any other duties commensurate with the grade.
6. To Support the Assistant School Business Manager with Risk Assessments as necessary.

Flexibility
1. To deliver services effectively, a degree of flexibility is needed, and the postholder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the post, at the appropriate grade.

Person Specification 
1. Evidence of success in employment with similar roles and responsibility.
2. Considerable DIY experience, with practical skills in basic plumbing, carpentry and electrical work, and painting and decorating.
3. Knowledge of basic site maintenance and good practice in building services, i.e. heating, plumbing, carpentry, electrical, HVAC etc.
4. Proficiency in IT for reporting and record keeping.
5. Good interpersonal skills with adults and students.
6. Ability to work independently and as part of a team.
7. Patience and a calm manner.
8. Flexibility, determination, loyalty, and commitment.
9. Ability to prioritise and work to deadlines.
10. Capacity for hard work and calmness under pressure.
11. Capacity to undertake work which is physically demanding.
12. First Aid trained or willingness to carry out relevant training.
13. [bookmark: _GoBack]Full, clean driving licence (desirable).
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