Premises Assistant
Genesis Education Trust

Reports To: Operations Manager
Pay Grade: 
Role Purpose
To support the safe, secure and effective operation of the Trust’s premises through practical, hands-on maintenance and site services. The postholder will undertake general repairs, routine maintenance, decorating, basic carpentry and plumbing, grounds maintenance, site security, porterage and the upkeep of buildings, equipment and external areas. They will also support building services, contractors and the day-to-day operational requirements of the schools, helping to ensure that premises remain safe, clean, secure and fit for educational use.
Alongside core operational duties, the postholder will have structured opportunities to develop experience in projects, contracts, procurement, estates, facilities management and health & safety, including through an approved apprenticeship where agreed. Responsibilities across the role will be allocated progressively, taking account of experience, competence, development, any agreed apprenticeship training plan and the operational needs of the Trust. The postholder will work within their competence and delegated authority, with appropriate training, authorisation and supervision for specialist duties.

Key Responsibilities

Premises Maintenance & Site Operations
•  Undertake general repairs, routine maintenance, decorating and practical improvement works across the Trust’s premises, including basic carpentry, plumbing, fixtures, fittings and other minor building repairs within the postholder’s competence.
•  Support the maintenance and effective operation of buildings, plant, equipment and building services, including routine inspections, preventative maintenance, fault identification and reporting.
•  Maintain the condition, safety and appearance of internal and external areas, including grounds maintenance, seasonal works, waste management and general site upkeep.
•  Carry out practical site duties, including porterage, furniture and equipment movement, room preparation, deliveries and other operational tasks required to support the day-to-day running of the schools.

Security, Health & Safety and Compliance
•  Support site security, access arrangements and routine premises checks, identifying and escalating risks, defects and security concerns.
•  Contribute to premises health & safety and compliance activities, including inspections, record keeping, contractor controls and completion of agreed actions.
•  Work in accordance with Trust policies, safe systems of work and safeguarding requirements, escalating matters beyond the postholder’s competence or authority.

Contractors & Facilities Services
•  Provide operational support and liaison for contractors and external service providers, helping to coordinate access, site arrangements and completion of works.
•  Assist with monitoring the quality and performance of premises-related services and contracts, maintaining records and reporting issues or outstanding actions.
•  Contribute to the planning and improvement of facilities services, maintenance arrangements and the use of premises resources.

Projects, Procurement & Estates Development
•  Support the planning, coordination and delivery of appropriate minor works, refurbishments, estates projects and service improvements, with increasing responsibility for defined activities or work packages as competence develops.
•  Assist with project and contract administration, including requirements gathering, quotation and procurement support, progress monitoring, risk and issue tracking, reporting, snagging and handover.
•  Work with Trust colleagues, contractors and external professionals to gain practical experience of project delivery, commercial processes, facilities management and estates development.

Records, Communication & Teamwork
•  Maintain accurate premises, compliance, contractor and project information using relevant Trust systems and provide timely updates to colleagues and line management.
•  Work collaboratively with school and central Trust teams, supporting consistent standards and effective service delivery across Trust sites.
•  Manage allocated work and priorities effectively, recognising when operational needs or specialist issues require escalation.

Professional Development
•  Participate in relevant training, performance review and agreed development activities, applying new knowledge and skills to workplace responsibilities.
•  Where undertaking an approved apprenticeship, engage with the training provider, complete required learning and evidence, and develop appropriate workplace experience alongside core premises duties.

Key Accountabilities
•  Safe, secure, clean and operational premises, with routine site requirements met reliably.
•  Timely identification, reporting and follow-up of premises, contractor and compliance issues.
•  Accurate records and effective support for maintenance, services, projects and improvement activities.
•  Progressive development of skills and responsibility while working within agreed authority and maintaining core operational performance.

General Responsibilities
•  Promote safeguarding, equality, confidentiality, data protection and health & safety in all areas of work.
•  Contribute to the delivery of school and Trust priorities and undertake other duties reasonably consistent with the level and purpose of the post.
•  Work flexibly across Trust sites where required and participate in continuing professional development.

Person Specification
Qualifications & Professional Development
•  A good general standard of education, with sufficient literacy, numeracy and digital skills for the role.
•  Relevant practical or vocational training is desirable; willingness to undertake further training and, where agreed, an appropriate apprenticeship.

Experience
•  Practical experience of maintenance, premises, facilities, construction or a comparable hands-on environment is desirable.
•  Experience of working safely, organising tasks and supporting colleagues, contractors or service users is desirable.

Knowledge
•  Understanding of safe working practices and willingness to develop knowledge of school premises, security, compliance and contractor arrangements.
•  Interest in developing knowledge of projects, procurement, contracts, estates or facilities management.

Skills & Abilities
•  Practical problem-solving skills, with the ability to recognise and escalate issues outside own competence.
•  Good organisation, communication and record-keeping skills, including the use of basic digital systems.
•  Ability to work independently on allocated tasks and collaboratively with colleagues, contractors and external professionals.

Personal Attributes
•  Reliable, proactive and adaptable, with a commitment to high standards and continuous learning.
•  Able to balance operational priorities with agreed development opportunities and accept feedback and supervision.

Other Requirements
•  Commitment to safeguarding, equality, confidentiality and the Trust’s health & safety procedures.
•  Willingness to work across Trust sites as required and undertake the practical requirements of the role, with reasonable adjustments where appropriate.
