








Job Description

Role Summary: 
Assisting the Premises Manager in ensuring that all school site is maintained in a safe, clean 
and secure condition as required, and assisting in such tasks as may be necessary for effective 
site management. Deputising for the Premises Manager and assuming full responsibility for the 
full range of duties in their absence. 

Key Accountabilities: 
• Maintain the building and grounds under the instruction of the Premises Manager/Head 

of Estates. This includes carrying out all testing of alarms, weekly and monthly checks 
for fire, water, heating and lighting. 

• Deputise for the PM ensuring the security of buildings, site and resources. Able to deal 
with emergency issues as they arise, being the point of contact and offering advice on 
premises and H&S issues as and when they arise (Secondary only). 

• Act as a designated key holder, providing out of hours and emergency access following 
initial assessment by a contracted 1st response key holder service. 

• Respond to premises and minibus issues reported via the Trust’s online helpdesk 
system. 

• Take a proactive approach to identifying and actioning tasks that you notice in the 
course of other works around the site. 

• Carry out first line repairs and maintenance within the scope of competence. 
• Undertake and document regular health & safety and other routine checks as prompted 

by the Trust’s online premises management system. 
• Responsible for recording any necessary follow up action after checks and inspections 

undertaken. 
• Take a share of responsibility for contractors while on site and ensuring work is 

competed to the required standard, co-ordinating projects where required. 
• Responsible for the operation and management of systems including heating, cooling, 

lighting, security, and fire safety 
Set-up furniture, equipment, and facilities in preparation for school and third-party use 
Be aware of and report opportunities for improvements in safety, schools facilities or 
cost-savings 
Be a highly visible and proactive part of the school communities to promote positive, 
safe and welcoming environments for all users of the school’s facilities. 
Logging and updating on the Every system 

Supervision & management: 
• Liaise with cleaners and other contractors on site. 

Resources responsibility: 
• Work safely at all times and ensure all work is within abilities and training and follow any 

safe working practices. Take responsibility for the safety of all those affected by your 
work and raise any health and safety concerns immediately with line manager. 

• Play a full part in the life of the school communities, supporting ALT’s distinctive ethos 
and encouraging staff and students to follow this example. 

• Take responsibility for own continued skill development and identifying training needs 
• Ensure appearance and dress are appropriate within ALT’s policies 
• Comply with ALT’s Health & Safety policy undertaking risk assessments as appropriate. 
• Be professional and courteous at all times to students, colleagues, visitors and others 



• Adhere to ALT’s procedures on safeguarding, child protection and confidentiality, 
reporting all concerns to an appropriate person 

• Actively promote ALT’s policies and procedures 
• Establish constructive relationships and communicate appropriately and openly with 

students, colleagues and others 
• Participate in training and other learning activities and performance development as 

required.
• To work across other schools within the Trust.

Recognise own strengths and areas of expertise and use these to advise and support others. 

Person specification 
Qualifications: 

• Good general education, grade ‘C’ at GCSE (or equivalent) in English & Maths 
• Site management experience Essential 
• Recognised training/qualifications/experience associated with premises management 

is desirable. 

Key Contacts and Relationships: 

Internal 
• Premises Manager, Headteacher, Head of Estates, Operations Manager, Premises 

teams 

External 
• Contractors, visitors 

Knowledge & Skills: 
• Strong communication skills to be able to communicate effectively with all sections of
• the school community. 
• D.I.Y skills to undertake day-to-day repairs and maintenance of the school buildings. 
• Understanding of the principles of health and safety in a school environment. 
• Ability to work well as part of a team or individually as required. 
• Ability to perform the physical tasks required by the post, including lifting, carrying and

pushing. 
• Willing to undertake training in relevant policies and procedures, including Health & 
• Safety (e.g. COSHH, Fire Safety and PAT testing). 
• Ability to work amongst young people with behavioural, emotional and social difficulties 
• Ability to liaise with visitors, contractors and others in a diplomatic manner 
• Basic computer skills 
• Willingness to work flexible hours when required 
• Full clean driving license 








