








 

Assistant Premises Manager 
 

Job Description 
 

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

• Provide responsive, friendly and school-focused premises services to ALT 
schools as required. 

• Proactively ensure the safety, tidiness, security, and comfort of school facilities 
and promptly and accurately report any defects or hazards identified in the 
school premises, procedures, working practices and equipment 

• Work with the Premise Hub Manager to oversee G4S PFI provider’s day-to-day 
work, ensuring accurate records, a rolling repair programme, and quality-
checked work to maintain health and safety for pupils and staff. 

• Responsible for implementing, monitoring, and maintaining all health and safety 
arrangements across the school site. 

• Manages the operation and upkeep of the school minibuses, ensuring vehicles 
are maintained to a safe standard and all statutory and operational requirements 
are met. 

• Act as the school’s Fire Safety Lead, with responsibility for overseeing fire risk 
assessments, fire safety compliance, evacuation procedures, fire drills, staff 
training, and liaison with relevant contractors and enforcing authorities to ensure 
the safety of all occupants and compliance with statutory fire safety 
requirements. 

• Ensure all scheduled routine compliance checks and inspections are carried out 
on time and keep methodical written and electronic and paper records as 
directed. 

• Work with the Premise Hub Manager to Manage a programme of general 
maintenance, carrying out routine tasks and appropriately identifying any 
specialist works to be sourced from outside contractors, and undertaking 
maintenance appropriate to the postholder’s skill level. 

• Arrange, liaise, and supervise contractors on site around the needs of the school, 
and to ensure their safe and appropriate working and compliance with safety and 
safeguarding policies  

• 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 to the Premises Hub Manager 

• 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.  

 
Supervision & management: 

• Premises assistants, 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 
• Recognise own strengths and areas of expertise and use these to advise and 

support others. 
• Management of the soft services in the school including catering and Cleaning. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

Person Specification 
 
Qualifications: 

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

management is Desirable. 

 
Key Contacts and Relationships: 

Internal 
COO, Head of Estates, Premises Hub Manager, Headteacher, Office Manager, Premises 
teams 
External 
Contractors, Visitors  
 

Knowledge & Skills: 

• General DIY Skills  
• Enthusiastic team player 
• Ability to work on own initiative. 
• Have a positive can-do attitude, energy, and commitment, and able to provide 

high standards of customer service. 
• Passionate and committed to the development of students. 
• Good time management 
• A good understanding of I.T  
• Holder of Full UK Driving Licence 

 
  

 

 










