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	JOB DESCRIPTION



	
	


	Job Title:
	Senior Premises Manager

	Job Ref. No.:
	G426

	Directorate:
	 People

	Division:
	Astmoor Primary School

	Grade:
	HBC  5

	Responsible to:
	

	Responsible for:
	


	MAIN PURPOSE OF THE JOB:

	To be responsible for the management of the designated multi school/site premises including the building maintenance, cleanliness, security and maintenance of furnishings, fixtures, plant and heavy equipment.  Management of other Premises staff including their deployment and performance management.  Oversee external contractors working on the designated multi school/site premises.




	KEY DUTIES AND RESPONSIBILITIES:

	1.
	Manage a preventative planned maintenance programme including routine inspections of the designated buildings, fixtures, fittings, furniture, premises and grounds to assess for minor work or repairs to be carried out to maintain safe and satisfactory conditions.



	2.
	Report all structural, fabric, fixtures and equipment defects to the appropriate person.

	3.
	Undertake minor/simple repairs as required e.g. minor plumbing, changing light bulbs, redecorating and fixing etc.

	4.
	Liaise with external contractors and monitor their work ensuring it is carried out punctually and to the required standard.

	5.
	Monitor the cleanliness of the designated multi school/premises, liasing with the Cleaning Supervisor on a daily basis.

	6.
	Ensure that satisfactory levels of caretaking, cleanliness, and hygiene are achieved and maintained inside and outside of the designated multi school/site premises.

	7.
	Manage the premises function including a team of premises staff, inclusive of central liaison point and deployment of resources

	8.
	Supervise all premises staff including arranging work schedules and identifying staff training needs in order to achieve the most effective deployment and competence of staff.

	9.
	Manage and, where appropriate, authorise all relevant paperwork e.g. timesheets prior to forwarding to the appropriate person for processing.

	10.
	Manage records, information and data producing analysis reports as necessary.

	11.
	Ensure effective team communication, holding regular team meetings with managed staff

	12.
	Represent managed staff and contribute to school/departmental senior management team.

	13.
	Undertake recruitment, induction, training and development and performance management appraisals of managed staff.

	14.
	Manage and control cleaning materials and equipment including the ordering, storage and distribution to appropriate personnel.

	15.
	Undertake porterage of stock, furniture and equipment as required.

	16.
	Responsible for the timely and accurate preparation and use of specialist equipment /resources/materials.

	17.
	Carry out banking duties as required.

	18.
	Responsible for the completion of risk assessments for fire and health and safety to the designated multi school/site premises (grounds, premises and contents) including vandalism/arson.

	19.
	Manage and operate security systems including opening and closing at the beginning and end of the school day, lettings outside of hours and responding to call-outs as necessary.

	20.
	Arrange for security checks to be undertaken and advise on how security risks can be minimised.

	21.
	Maintain premises security such that key holding procedures are observed and that premises remain as secure as is practically possible.

	22.
	Respond to and accurately record all call outs, liaising with the security force and police as appropriate and make premises secure after break ins

	23.
	Manage Fire safety equipment provision and scheduling of fire and emergency evacuation drills.

	24.
	Undertake the role of Fire Marshall.

	25.
	Responsible for the safe storage of materials covered by the COSHH regulations.

	26.
	Ensure stringent health and safety provision and adherence to safe working practice by all staff.


Note:  Undertake any other duties and responsibilities as may be assigned from time to time, which are commensurate with the grade of the job.

This job description is not intended to be either prescriptive or exhaustive; it is issued as a framework to outline the main areas of responsibility.
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