BUXTON SCHOOL
JOB DESCRIPTION

Post:
Premises Manager
Scale:
S02 – PO2
Contract: 
Permanent, 36 hours based on a 6 day a week rota, 52 week contract 

_____________________________________________________________________

Responsible to:
Business Director
Responsible for:
Site Services and Cleaning Teams  

Purpose of the Post:

Under the direction of the Head Teacher and Business Director, the Premises Manager will take responsibility for the management of the school site, associated facilities and school minibus. Take the lead on all aspects of Health & Safety. Manage site and cleaning staff including the allocation and monitoring of work and performance appraisal. Oversee external contractors working on site. 
MAJOR TASKS.

1. To ensure a high standard of leadership, line management and professional development of the Site Services and Cleaning Teams to enhance practice
2. To maintain a presence around the school to ensure the highest standards of behaviour and use of the site are upheld

3. To support the school in ensuring the highest standards of business ethos within the Premises function of the school and ensure the most effective use of resources in support of the school’s objectives 
4. To ensure a well-maintained and cared for site

5. To be responsible for the key holding, security and health and safety aspects of the premises and its contents 
6. To be responsible for all contractors undertaking cleaning and maintenance work, ensuring safe working practices and satisfactory outcomes.

7. To ensure high standards of cleaning throughout the school at all times.
8. To assist in the development, organisation and preparation of facilities for a varied programme of activities and events including porterage, receipt of deliveries and lettings.
JOB ACTIVITIES

Environment

1. To be responsible for ensuring that all relevant plant, equipment, materials, services, premises and grounds are clean, safe, secure and properly maintained at all times.

2. To ensure that appropriate security provisions are in place for the school site.  This activity to include regular liaison with the security service provider, day-to-day management of the security system and maintenance of all associated equipment as required.  
3. To ensure that all heating, ventilation, lighting and mechanical plant is maintained and operating efficiently via the Building Maintenance System and keep thorough maintenance records accordingly.
4. To create an effective maintenance and decoration schedule to record all activities. To ensure any graffiti is removed immediately and damage fixed within 48 hours

5. To ensure that all toilet areas are replenished with the supplies of consumable and disposable products associated with cleaning and hygiene (i.e. soap, toilet paper).
6. To line manage the cleaning team via the Cleaning Supervisor to ensure the highest standards are maintained at all times.

7. To establish good links and relationships with contractors and trades-persons with regard to carrying out building works and repairs to the school site.
8. To arrange / or carry out [as appropriate] building, redecoration and maintenance works to the school site.
9. To establish a clear reporting system for defects, damage and maintenance.
Premises Leadership

1. To provide leadership and direction to the team enabling, inspiring, motivating and supporting them. To challenge team members and hold them to account, including circumstances when they are underperforming. Act as a role model  

2. To promote the Site Services and Cleaning Teams and build positive and professional relationships with all staff
3. To arrange staff rotas as appropriate and be responsible for the deployment of the team, ensuring that the needs of the school are met
4. To ensure effective induction of new team members in line with the school’s policies and manage their probation process.
5. To act as performance manager for the team, supporting their development and training needs, setting challenging and appropriate targets.
6. To train the Site Services Team to support all staff in a calm, friendly and professional manner

7. To attend regular Team Leader meetings

Health and Safety

1. To understand and comply with the School’s Health and Safety Policy and to ensure that all staff and contractors observe the requirements of the Health and Safety at Work Act when on the premises, as reasonably practicable.  

2. To address any Health & Safety issues immediately, escalating concerns where necessary

3. To make arrangements for effective response to emergency call out and provide emergency access to the site when required
4. To organise the annual fire assessment for the school and implement recommendations arising from the audit.  
5. To manage the provision of fire safety systems and equipment and liaise with the Headteacher and Business Director regarding the scheduling of fire drills
6. To assist with Health and Safety reviews for the school and providing timely advice with regard to the revision of any school policies in relation to Health and Safety.
7. To create an action plan following the Health & Safety audit and ensure all actions are completed in a timely manner
8. In accordance with Health and Safety guidelines, to arrange for and carry out the cleaning and / or removal of any spillages that may occur (i.e. due to sickness or any other accidents which pupils / adults may have).

Events & Minibus
1. To be responsible for the day-to-day management and record keeping of the School Mini Bus- i.e. bookings, usage, maintenance.  To ensure that the vehicle is safe and complies with Department of Transport requirements with regard to road-worthiness. 

2. To oversee processes to ensure that staff wishing to drive the minibus have the correct driving licence in place in line with the Department for Transport Section 19 permit obligations
3. To arrange and assist with the movement of furniture, equipment and materials as required, satisfying the needs of varied site activities in accordance with the Health and Safety Policy.
4. To liaise with the School’s letting agent regarding out-of-hours and holiday events, ensuring relevant resources and facilities are accessible
Resources

1. To act as budget holder for specific premises-related cost centres

2. To control the selection, requisitioning, receipt, issue and use of cleaning materials and equipment.

3. To be responsible for the day-to-day management of the allocated monies of “Petty Cash” for use by the Site Services Division.

4. To act as the school’s agent in the initial stages of all works and tender processes with regard to building works and repairs.  In liaison with the Business Director draw up the general specification with regard to the proposed project(s)and attend meetings with the contractors as appropriate.

5. To ensure building systems and assets are recorded and maintained in such a way as to reduce running costs and maximise their life

6. To monitor the performance of service contractors and record performance against specified standards, following up any short falls.

7. To check and sign delivery notes for goods received, transferring to the required area for use or safekeeping as necessary.
Other
1. To undertake training and development relevant to the post and in line with the school’s priorities

2. To support the school to fulfil its values and ethos

3. To undertake any other professional duties as directed by the Headteacher
