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Job Title: Premises Manager
Accountable to: Headteacher / Operations Manager
Hours:  37 per week, to be worked between 8am – 4:30pm Monday- Fridays
(1/2 hour unpaid lunch break)
Salary: Grade 8, £30,296 per annum
Holiday is 28 days per annum plus Bank Holidays. Personal holidays should be taken to coincide with school holidays. Any requirements outside of this time would be at the discretion of the Operations Manager/Headship Team.  
Job Purpose:
· Ensure that the learning environment within the school is maintained to a high standard. 
· Security of school buildings and site.
· Health and Safety.
· Upkeep and maintenance of school buildings and grounds. 
· Building developments and projects.
· Management of Premises and Cleaning Teams. 

About The Angmering School:
The Angmering School is a secondary school with 1,388 students of which 138 are in sixth form.  We are a school that has a special support centre for students with physical and sensory needs. We are effective in delivering outcomes that provide well for all students’ needs.  Students are well prepared for the next stage of their education, training or employment.  

Main Duties to include: 
	Security
· To be responsible for the adequate and effective security of the school buildings, site and property. 
· To coordinate provision of designated key holder (Call Out Response), providing out of hours and emergency access to the school site.
· Responsibility for the regular checking and operation of schools security systems – alarms and CCTV. 
· To report any issues arising to headship. 
· Maintain and update School Emergency Plan.
· Maintain the School’s Key register. 
· Flexibility to undertake such duties, appropriate to the post as may from time to time be required to ensure the smooth running of the school.  


	Health and Safety
· Act as Health and Safety Officer for the school. 
· Review and update H&S and associated policies. 
· Ensure that the school is fully compliant with all relevant Health and Safety, COSHH and Fire Safety regulations. 
· Undertake regular H&S checks of the school buildings, grounds, fixtures and fittings, including fire equipment. 
· Undertake related risk assessments.
· Investigate and report on any H&S issues arising from accidents or incidents.
· Submit annual H&S Reports.
· Take lead on any WSCC Health and Safety Audits.
· Assist with the H&S induction and training of staff as directed. 
· To be alert to the health and safety of the working environment and to advise the line manager of any health and safety concerns.

	Maintenance Services
· To be responsible for the general upkeep and maintenance of the school buildings, grounds and services.
· Ensure key operational systems such as heating, plumbing, lighting are safe and effective.
· Ensure that effective plans, guidelines and instructions are maintained for all plant, equipment and utilities. 
· To be responsible for, and keep a record of, an annual maintenance and service programme. This is to include regular maintenance checks and to ensure any recommendations and follow up actions are taken.
· To regularly review any contractors/suppliers of the maintenance and service programme, to ensure value for money is achieved. 
· To report and advise on any future potential costs/risks that may be identified from the annual maintenance and services programme. 
· To procure annual Energy Certificate.
· Ensure the smooth running of day to day contracts such as bins and waste disposable. 
· Maintain and improve the learning environment by carrying out routine inspections, identifying and implementing repair work. 
· Oversee a continual painting and decorating programme. 
· To be responsible for the safety and maintenance of the school minibuses. 


	Building Developments
· Contribute to strategic planning of the development of school buildings, grounds and facilities. 
· Liaise with WSCC and Operations Manager on building projects.
· Ensure that all applications for Building Regulations, Planning, Self Help and Grants are made effectively. 
· Oversee all major building projects, reporting any issues to Headship/Operations Manager. 
· This is to include: 
· Site security
· Working with contractors on a day to day basis
· Ensuring contractors H&S is compliant and compatible with school policies
· Access considerations for students and staff
· Impact on neighbours
· Safeguarding and provision of utilities

	Management
· Manage the productivity of the Premises team to create a positive working environment, setting clear expectations and roles.
· Management of the Cleaning staff to ensure high standards of cleanliness.
· Assist Operations Manager on setting premises budget allocations.
· Manage the use of school facilities outside school hours (Lettings), liaising with the Lettings Administrator.  
· Purchase premises related equipment, supplies and services within agreed budgets, ensuring best value. 
· Arrange quotes and tenders and manage the appointment of external contractors. 
· Championing health and safety around the school 
· To be responsible for contractors whilst on the school site and ensure works are carried out and completed to the required standard. 
· Maintain the school’s fixtures and fittings inventory. 
· Assist the Operations Manager with associated recruitment, performance management and absence monitoring. 
· Identify any training courses and lectures that may benefit the Premises Team with their duties.


	General Caretaking
· Support the Premises team with basic caretaking tasks. Setting up for events, moving furniture and equipment, litter picking. 

	General
· To ensure a positive school ethos and present a calm, polite and professional face of the school to those who are visiting or have contact with the school
· To maintain confidentiality within and outside of school



This job description is intended to convey information essential to understanding the scope of the job and the general nature and level of work performed by job holders within this role. It is not intended to be an exhaustive list of skills, efforts, or duties, associated with the position.  There may be a requirement to undertake other duties reasonably required by the line manager/Head Teacher provided the task is commensurate with the post holder’s core skill competencies, knowledge and experience in the role. Training will be given. 

This job profile recognises the demands of the current Pay and Conditions Regulations and reflects the policies established by the governors at The Angmering School.


Person Specification

	Key areas:
	Key attributes:
	Essential or Desirable

	Skills required
	· Highly organised with strong attention to detail
· Planning, organisational skills and flexible approach to management of work and able to prioritise own workload.
· Able to maintain a high level of confidentiality at all times
· Excellent communication skills
· A strong working knowledge of basic computer software and systems including MS suite and Google
· Experience of using Bromcom
· Knowledge and understanding of statutory processes, policies and areas of compliance, such as GDPR.
	Essential
Essential

Essential
Essential
Desirable

Desirable
Essential

	Qualifications
	· IOSH Managing Safely or NEBOSH
· COSHH Competency Certificate 
· Pool Plant Operators Certificate
· Educated to A level or appropriate higher education qualification
· 5+ GSCE or O levels including Maths and English
· Evidence of further professional development
	Desirable
Desirable
Desirable
Essential


Desirable
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	Experience
	· Managing Health and Safety
· Successfully managing a team
· Experience of writing risk assessments
· Self-motivated and enthusiastic team leader. 
· Previous experience in the building trade or accomplished DIY skills
· Evidence of having worked successfully within an education setting  
· Experience of interacting with a range of senior staff and stakeholders
	Essential
Essential
Essential
Desirable

Desirable

Desirable
Desirable

	Attitude & Approach
	· Personal presence
· Professional and approachable attitude.
· Enthusiastic in all aspects of work and training.
· High levels of attention to detail.
· Highly motivated.
· Reliable.
· Well presented.
· Assertive when appropriate.
· Be able to work flexibly.
· Ability to work in an extremely busy environment.
· Be reasonably fit to cope with the lifting and carrying involved.
· Be prepared to undertake an induction and training programme. 
	Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential
Essential

Essential

Essential



Safer Recruitment
In complying with current employment legislation, schools are now required, as part of their shortlisting process, to carry out an online search as part of their due diligence. 
If you are successfully shortlisted for any roles, an appropriate online search will be undertaken on your name.  Information highlighted will be treated as confidential and will only be used in relation to the post for which you have applied.
All successful applicants will be required to undergo full safeguarding and vetting checks, including references and an enhanced Disclosure and Barring Service check, along with a relevant probationary period.


This role may necessitate the need to perform a Duty Weekend and Call Out Response as detailed below. 

Call Out Response – Alarm monitoring System ( 1 Week in 4)
Call Out runs each night, Monday to Sunday, for the week leading up to and including the Duty Weekend. 
· Monitor the Duty Mobile. 
· Respond and give Emergency Services access to the school site, should the need arise. 
· Repair/make safe and secure. 
· Reset alarms leaving the Site Monitored. 
Duty Weekend ( 1 week in 4)
Saturday and Sunday
· Required to be on site from 8:00 to 1:00 with a later return to site (after lettings) for additional 1.5 hours to complete lockdown. 
· 08:00 Check Security of the School site. 
· Open areas as required, to allow access for our lettings. 
· Ensure these areas are acceptable and ready for our clients. 
· Undertake maintenance (rolling painting and decorating programme)
· Return to site at the end of Lettings sessions to complete lock down of site. 
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