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JOB DESCRIPTION 

 

Job Title Premises Manager Scale 5 to 6 

Team Support/Admin Spinal Point 18 to 25 

Reports to Business Manager Direct Reports 0 

 

Job Purpose 

 Responsible to the Headteacher and line managed by the Business Manager for the efficient 

performance of duties in relation to the maintenance, security, cleaning and safety of the 

building and the site. 

 Responsibility for the management and operation of premises related functions at the school 

to include all buildings, grounds maintenance, security, cleaning, Health and Safety, the 

letting of our facilities and contractors.  

 To ensure that the school gives a positive first impression to all users of the building and that 

pupils, staff, hirers, visitors and contractors can work in it effectively and safely ensuring 

compliance with legislation and guidance as it relates to this post. 

 Ensure that the buildings and grounds are maintained and run efficiently following good 

sustainable and value for money principles and that management of the school building is 

optimised to minimise energy use and utility expenditure. 

 To support the Business Manager and Headteacher in the development and planning of the 

proposed new school site. 

 To ensure that a healthy and safe environment is maintained to the standards set by the 

Governing Body and Local Authority. 

 

Roles & Responsibilities 

 

Key Tasks 

 To provide effective and efficient management of the school site and grounds, including 

building fabric, services, utilities, energy and health & safety, in order to enhance the learning 

environment for staff and students. 

 To manage contractors, site visitors and maintenance staff, and any future junior premises 

staff, to ensure the services they provide fit with the school’s needs and expectations in terms 

of quality and health & safety. 

 Under the general guidance of the Business Manager, to manage all premises related 

contracts and services, both ensuring the suitability of the contract and the efficient 

management of renewals and all associated paperwork. 

 Under the general guidance of the Business Manager, to ensure compliance with relevant 

legal and statutory buildings and health & safety guidelines. 

 To manage the building maintenance budget, avoiding overspends and ensuring value for 

money with all purchasing. 

 To work with the Business Manager on a site development plan to ensure the maintenance 

and upkeep of the existing site. 
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 To work with the Business Manager on the development of the new site, liaising with 

contractors and aiding the development of site services and facilities as appropriate. 

 Management of security matters, acting as main key-holder for both sites and taking 

responsibility for other key-holders as appropriate. 

 

General 

 Carry out emergency cleaning duties during the school day e.g. removal of body fluids, 

broken glass, flood damage etc. 

 Personally undertaking agreed cleaning tasks not included in the school's cleaning 

specification 

 Personally undertaking minor repairs and maintenance tasks which are within the post holder’s 

competence and identified as such within the maintenance specification, arranging for other 

repairs to be carried out under the building maintenance contract, organising emergency 

response to vandalism damage 

 Personally undertaking agreed cleaning tasks not included in the school's cleaning 

specification 

 Arranging for emergency cleaning and removal of graffiti 

 Personally undertaking minor repairs and maintenance tasks which are within the post holder’s 

competence and identified as such within the maintenance specification, arranging for other 

repairs to be carried out under the school’s building maintenance contracts, organising 

emergency response to damage 

 Replenishing stock of all toilets 

 Producing orders ensuring best value for the school 

 Replacing fluorescent tubes, starters, diffusers, light bulbs and shades 

 Maintaining a location plan of all turn valves or switches for utilities, ensuring clear access and 

good working order 

 Ensuring drains and gullies are free flowing and clean 

 Removing snow, leaves and other obstructions from main entrances, steps, paths etc. 

 Maintaining adequate stocks of salt and sand 

 Preventing unauthorised/unsafe parking on the school site 

 In liaison with the Business Manager, carryout or arrange repairs, ensuring they are carried out 

to the correct standard.  

 To maintain and keep full records of works to include collation of tenders, as and when 

required. Supervise contractors on site and check and sign off works completed. 

 Acting as a key-holder and controlling site keys, routine and non-routine opening hours i.e 

weekends works and alarm trigger call outs. . 

 Locking and unlocking internal and external doors as required, activating, de-activating and 

testing automated alarm and bell systems. 

 Undertaking/arranging for the safe storing and moving of items of furniture, equipment and 

provisions as required.  

 Maintaining stocks of materials, protective clothing and equipment as required while ensuring 

best value principle. 

 To obtain quotes and estimates to comply with best value producers.  
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 Keeping up-to-date records, inventories and forms as required including an annual 

future/tools inventory and disposal records. 

 Completing daily, weekly, termly and annual checklists and communicating findings. 

 Assisting in the agreed procedures relating to lettings/functions on school premises, and for 

their use as polling stations 

 Producing written reports termly of works completed and works for the future.  

 May be required to control, manage and operate school minibus and monitor the use, 

maintenance and cleaning of school minibuses 

 May be required to transport monies to and from the bank, and deliver and collect small 

items in the locality of the school  

 Ensuring compliance by periodic inspection of all areas i.e. legionella testing, Gas inspections, 

COSHH reporting.  

 Check fire appliances at regular intervals, ensuring that they are serviced by the approved 

contractor, test fire alarms weekly and keep records of all testing including evacuations. Co-

ordinate fire drills with the Business Manager and ensure the site is compliant with Health and 

Safety regulations 

 Ensuring that appropriate signs and notices have been displayed 

 Ensuring that hazards are removed 

 Ensuring that fire exits are accessible and that firefighting equipment is correctly positioned 

and serviced 

 Ensuring that other staff at the school are aware of their responsibilities as appropriate 

 Notifying appropriate agencies via the Business Manager where there is a pest or vermin 

problem and dealing with the problem as directed 

 May undertake the annual testing of electrical equipment in the school after appropriate 

training 

 In liaison with other school based staff, operate the lettings system, ensuring that facilities are 

provided at the agreed level and that the areas let are returned to their normal use on time. 

 Monitor and order fuel and ensuring economy measures are carried out.  Act as a consultant 

in energy saving environmental issues. 

 Implement Risk Management policies, as directed by the Business Manager/Headteacher. 

 Report to the Business Manager any spend against agreed budgets.   

 Move and distribute furniture, equipment and stores, as required and agree procedure for 

systematic removal/relocation across the site (taking into account manual handling training). 

 Carry out any other duties appropriate to the grading level, as required by the Business 

Manager/Headteacher 

 Due to operational requirements holiday will not be booked or taken during term time, in first 

week to the Summer Break or in the last week of the Summer Break  

 To undertake such other duties related to the school site as appropriate, which may not be 

included in this job description. 

 To share the school’s commitment to safeguarding and promoting the welfare of children. 

 To share the school’s commitment to a culture that does not discriminate against people on 

the grounds of their age, sexuality, religion or belief, race, gender or disabilities. 
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Management and Organisational Duties 

 To supervise and manage all premises-related contractors and junior staff. To distribute tasks 

according to skill and availability. To ensure maintenance requirements of the school are met 

and to plan projects and responsibilities particularly around school holiday periods. 

 To organise appropriate cover for the use of school premises outside normal hours, including 

emergency callouts. To manage overtime duties related to the use of the premises outside 

normal working hours and to ensure a timetable of cover arrangements is maintained. 

 

Buildings 

 To be responsible for the overall security and safety arrangements of the premises including 

ensuring that staff are aware of the procedures on security and the use of alarm systems, that 

there is an appropriate system of key-holding management, that periodic reviews of site 

security are conducted and that appropriate actions are followed through. 

 To manage and monitor the school cleaning contract, developing relationships with the 

cleaning contractors, advising on required actions and dealing with any substandard issues, 

reporting back to the Business Manager. 

 To ensure that the school premises are clean, tidy and free from litter and graffiti in order to 

provide an optimum learning environment. This includes a daily litter-pick of the premises. 

 To have the skills to undertake a basic range of maintenance related tasks such as basic 

carpentry, plumbing and electrical works. 

 To undertake regular inspections of the premises, to determine the need for repair and 

maintenance work and arrange maintenance tasks. To keep appropriate documentation, 

record repairs and liaise with school administration over completion and payment.  

 To take a proactive approach to preparing, with the Business Manager, long and short term 

plans for maintenance, repair, redecoration and improvement of the school premises, and 

classroom furniture repair/replacement. This plan would be required each year for inclusion in 

the schools’ development plan and budget plan. 

 To be responsible for the effectiveness and maintenance of all heating, water and service 

installations. 

 To ensure contractors have a copy of the relevant asbestos survey and have signed the 

acceptance form. 

 To manage the completion of surveys such as asbestos, electrical, PAT, water, heating and 

ventilation etc., and to ensure satisfactory completion and maintenance of certification. 

 To be responsible for liaison with all appropriate authorities regarding utilities, building 

regulations, and environmental health. 

 To oversee the appropriate collection and disposal of waste 

 To monitor energy usage and ensure lights and other equipment are switched off as 

appropriate. 

 To manage energy saving plant such as photovoltaics, as appropriate. 

 To manage the requirements of and compliance with the Disability Discrimination Act, 

recommending building adjustments as appropriate. 

 To be responsible for the development of all school facilities for lettings and other community 

usage of the premises, to advise on the security of buildings during periods of lettings and to 

ensure appropriate heating/security/cleaning arrangements are made to meet lettings 

demands. 
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Grounds 

 To oversee the general excellent appearance of the school grounds. 

 To perform a daily litter pick of the grounds, and to sweep the grounds as required (at least 

1/2 times per week). 

 To manage any grounds maintenance contractors and ensure that ground maintenance 

works are fully completed. 

 To ensure that the grounds are appropriately planted to provide a year round display. 

 To be responsible for the condition of the school’s fences and gateways and to take action to 

repair, maintain and improve the perimeters. 

 

Health and Safety 

 To be aware of and comply with school policies and procedures relating to child protection, 

health, safety and security, reporting all concerns to the appropriate person. 

 To be the Health and Safety representative for the school and take an active role in assisting 

with the review of the school’s health and safety policy and the implementation of 

recommendations. 

 To establish safe working practices around the school relating to the Health & Safety policy. 

 To maintain all health and safety records, ensuring all relevant certificates are maintained and 

updated as required.  This includes but is not limited to; water safety, fire safety, electrical 

safety, boiler/heating systems.  

 To ensure the Fire Alarm system, escape routes, fire extinguishers, & emergency lighting are 

checked and records kept, and to organise regular fire drills. 

 To work with the Business Manager to ensure the development and maintenance of regular 

risk assessments throughout the school. 

 To ensure that all staff use equipment, machinery and cleaning materials in an appropriate 

manner and that accidents at work are reported to Business Manager. 

 To attend Health & Safety related governor meetings on occasion where appropriate. 

 

CPD 

 Commitment to own personal development  

 Undertake all mandatory training, as required 

 Participate in training activities and sessions offered by Linden Lodge and Council to gain and 

keep up to date knowledge and skills and keep up to date with technical requirements of the 

post 

 Undertake all relevant training related to the post including  the planning and development 

of the Premises Department 

 

Review 

This job description does NOT define all the duties and responsibilities commensurate with the post. As 

such, it will be reviewed periodically and/or when necessary and may be amended at any time after 

consultation with the post holder. 
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Personal Specification 

Skills and Competencies Essential  Desirable Assessed 

1. Evidence of managing  complex  demands  and juggling 

multiple responsibilities in the safe management and 

maintenance of a site   

x   A, I, T 

2. Ability to understand the operation of heating, water and 

electrical systems and control devices 
 x  A, I 

3. Knowledge of general building maintenance practices 

and ability to carry out hands-on repairs in person 
x   A, I 

4. Knowledge of the main requirements of health and safety 

legislation and good practice relevant to the post 
x   A, I 

5. Evidence of strong commitment to the school as the 

centre of its community 
x   A, I 

6. Good interpersonal skills to promote positive working 

relationships with school staff, third party staff and all other 

stakeholders 

x   A, I 

7. Ability to plan in advance to ensure long term premises 

objectives and strategies are met 
 x  A, I 

8. Ability to provide clear oral and written communications to 

other stakeholders and contractors 
x   A, I, T 

9. Ability to work to tight deadlines and to take responsibility 

for meeting agreed targets 
x   A, I 

10. Ability to work on own initiative and to be proactive x   A, I 

11. Commitment to continuing professional development x   A, I 

12. Willingness to work flexibly, as and when required x   A, I 

13. Good level of proficiency in the use of Microsoft Office 

Word and Excel skills 
x   A, I 

Qualifications and Experience Essential  Desirable Assessed 

14. Five A* - C grade GCSEs, including English & Maths, or 

equivalent. 
  x A 

15. Hold recognised training/qualifications associated with 

premises management. 
  x A 

16. Significant experience or skills in a trade x  A 

17. The ability to understand and apply regulations such as 

health & safety, manual handling, COSHE, Legionella etc. 
x  A 

18. The ability to operate and understand 

electrical/mechanical systems 
x  A 

19. Risk assessment experience/qualification x  A 

20. Competent at basic building repairs and maintenance x  A 

21. To be able to use small industrial, electrical and 

mechanical equipment 
x  A 

22. Staff management experience  x A 

23. First Aid Qualification   x A 

A = Application; I = Interview; T = Test 
 


