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JOB DESCRIPTION
SCHOOL: 		Christ Church and St Peters C of E Primary School
JOB TITLE: 		Premises Officer - Part time/Permanent
RESPONSIBLE TO: 	Estates Lead
HOURS:			20 hours per week
			2:30pm-6:30pm – Monday-Friday
GRADE: 		6
SALARY:		£14,050-£14,274 (actual salary)
CORE PURPOSE: 	To undertake responsibility for the supervision, maintenance and the security of the buildings contributing to the provision of a comprehensive and seamless support service to the school
KEY DUTIES & RESPONSBILITIES
ADMINISTRATION
· Ensure Estates Lead has accurate and timely information required to order materials, equipment and services for the premises team, in accordance with Trust purchasing and ordering procedures. 
· Support the Estates Lead in ensuring the school premises are appropriately opened and secured each day, including arrangements relating to lettings, bookings, events, emergency situations and other authorised use of the site. 
· Respond promptly and appropriately to premises-related issues during working hours, escalating matters to the Estates Lead where necessary. 
· Monitor the standard of cleaning within the school and report any concerns to the appropriate person, acting where appropriate to ensure the required standards are maintained. 

SECURITY
· Support the security of the school premises by setting and unsetting security alarms at agreed times and in accordance with Trust procedures. 
· Lock and unlock designated areas of the school buildings as required, ensuring that appropriate security arrangements are maintained. 
· Carry out routine checks to ensure windows, doors and other access points are secure when required. 
· Report any security concerns, faults or incidents promptly to the Estates Lead and/or appropriate senior staff. 


BUILDINGS & MAINTENANCE
· Support the implementation of the planned repairs, maintenance and cleaning programme agreed with the Estates Lead. 
· Undertake routine cleaning and maintenance tasks as required, ensuring that the school environment remains clean, safe and fit for purpose for pupils, staff and visitors. 
· Liaise with contractors and other service providers regarding agreed works and maintenance requirements. 
· Monitor work undertaken by staff and contractors, reporting any concerns regarding quality, timescales, incomplete work or unsafe working practices to the Estates Lead. 
· Ensure that contractors working on site comply with relevant school and Trust procedures, including site safety requirements and safeguarding arrangements. 
· Maintain an awareness of the school's heating systems, recommended environmental temperatures and relevant escalation procedures, reporting faults or concerns promptly. 
· Under the direction of the Senior Premises Officer/Estates Lead, undertake redecoration and minor maintenance works identified within the planned maintenance programme. 
· Undertake appropriate ad hoc repairs, maintenance and other premises-related tasks as required, within the limits of the role, competence and training. 
· Report any defects or maintenance issues that cannot safely or appropriately be resolved within the role to the Estates Lead for further action. 

ELECTRICAL SYSTEMS
· Replace accessible lamps, bulbs, tubes, starters and shades where appropriate and within the limits of training and competence. 
· Replace, re-fuse or fit electrical plugs following appropriate training and in accordance with safe working practices. 
· Maintain an awareness of the condition and safety of electrical fittings and equipment within the school. 
· Report defective, damaged or unsafe electrical installations or equipment and arrange for appropriate contractor attendance through the Estates Lead where required. 
· Never undertake electrical work beyond the post holder's training, competence or authorisation. 

HEATING SYSTEMS
· Maintain an awareness of the school's heating systems and recommended temperature ranges. 
· Monitor and report heating faults, unusual operation or temperature concerns promptly. 
· Follow the Trust's agreed escalation process for heating system failures or concerns. 
· Liaise with contractors as directed when maintenance or repairs to heating systems are required. 

GROUNDS CARE
· Ensure the school grounds are maintained in a clean, tidy and safe condition through routine inspections, litter picking and appropriate maintenance activities. 
· Carry out regular visual inspections of external areas and report hazards, defects or maintenance requirements promptly. 
· Support the Estates Lead in monitoring grounds maintenance work undertaken by contractors, ensuring that work is completed to the required standard and within agreed timescales. 
· Liaise with contractors as necessary and report any concerns regarding workmanship, site safety or incomplete works. 
· Report damaged, defective or unsafe outdoor equipment, surfaces, fencing, gates or other external infrastructure. 

EMERGENCIES
· Respond appropriately to premises-related emergencies, including burst pipes, leaks, flooding, fire, loss of utilities, significant breakages and other incidents, in accordance with Trust and school procedures. 
· Take immediate and proportionate action to protect pupils, staff, visitors and the school premises, within the limits of the role and training. 
· Escalate emergencies promptly to the Estates Lead and other appropriate senior staff. 
· Liaise with emergency services, contractors and other relevant agencies as required, following the school's Business Continuity Plan and emergency procedures. 
· Support the implementation of emergency and contingency arrangements where required. 

GENERAL PREMISES DUTIES
· Be aware of and assist with the completion of daily, weekly, monthly and other cyclical premises and compliance checks, ensuring that relevant records are maintained. 
· Report any missed, overdue or failed compliance checks to the Estates Lead promptly. 
· Support the maintenance of a safe, secure and suitable learning environment for pupils, staff and visitors. 
· Arrange or undertake the safe movement of furniture, equipment and teaching resources as required, taking account of school timetables, manual handling requirements and appropriate risk controls. 
· Receive, check and distribute deliveries, ensuring that materials, supplies and equipment are made available to staff as required. 
· Deal promptly and safely with spillages, ensuring appropriate cleaning and/or escalation where required. 
· Support other schools across the Trust where required in exceptional circumstances, subject to operational needs and appropriate direction. 
· Participate in training and development activities identified in consultation with the Estates Lead to support the effective performance of the role. 
· Maintain appropriate records relating to premises activities, repairs, maintenance and compliance where required. 

HEALTH & SAFETY
· Ensure that the Trust and school's Health & Safety policies, procedures and safe working practices are followed in relation to premises management, contractors, staff, pupils and other site users. 
· Take reasonable care of the health, safety and wellbeing of themselves and others who may be affected by their work. 
· Report hazards, accidents, near misses, defects, unsafe practices and other health and safety concerns promptly and in accordance with Trust procedures. 
· Report non-structural hazards, such as damaged or unstable furniture, fixtures, fittings, play equipment or other site infrastructure, to the Estates Lead. 
· Report any suspected structural defects, building faults or other significant concerns immediately to the Estates Lead and ensure the area is appropriately managed until further advice or action is taken. 
· Follow appropriate risk assessments, control measures, safe systems of work and relevant statutory requirements when undertaking duties. 
· Ensure that work is only undertaken within the post holder's level of training, competence and authorisation. 
· Support the Trust in maintaining a safe, compliant and well-maintained environment for pupils, staff, contractors and visitors. 

CENTRAL TRUST DUTIES
· Ensure the values of Rise Multi Academy Trust are evident in every aspect of the duties undertaken. 
· Model the highest professional standards in all aspects of the role, leading by example and working in accordance with the Trust's Staff Code of Conduct and relevant policies and procedures. 
· Contribute positively to the development and implementation of the Trust and school's improvement priorities. 
· Demonstrate flexibility and a willingness to support colleagues and work across different areas of the Trust where operational requirements dictate. 
· Participate fully in the Trust's performance management and appraisal processes. 
· Undertake relevant training and professional development activities as identified through the performance management process or by the Trust. 
· Work in a manner that actively safeguards the wellbeing, safety and welfare of pupils and promotes a positive and inclusive school environment. 
· Maintain appropriate confidentiality and respect the rights, dignity and privacy of pupils, staff and other school users. 
· Comply with all duties and responsibilities placed upon staff by relevant Health & Safety legislation and Trust policies. 
· Undertake other reasonable duties appropriate to the level and nature of the post, as directed by the Estates Lead or other senior leader. 

REVIEW AND AMENDMENT
This job description provides an outline of the duties and responsibilities associated with the post and is not intended to be exhaustive or exclusive. The duties may be reviewed and amended from time to time to reflect changes in legislation, Trust policies, operational requirements, service delivery or organisational priorities. The post holder may be required to undertake other reasonable duties commensurate with the level and responsibilities of the role.




















PERSON SPECIFIATION

	ATTRBUTIES 
	REQUIREMENTS 

	ESSENTIAL OR DESIRABLE    

	

	EDUCATION &TRAINING 
	Health and Safety qualification, i.e., NEBOSH / IOSH or willingness’s to work towards one
	D

	
	
	

	EXPERIENCE & SKILLS
	Full UK driving licence with access to a vehicle (this role will require regular travel between sites).
	D

	
	Experience of managing Health & Safety and statutory compliance.
	D

	
	Knowledge of facilities management requirements and legislation.
	D

	
	Competent user of MS packages
	D

	
	Highly organised with the ability to prioritise own workload
	D

	PERSONAL ATTRUBITIES 
	Able to work independently to deliver key goals, engaging others as needed
	D

	
	Ability to negotiate desired outcomes (e.g. prices, deadlines).
	D

	
	Flexibility and mental agility to manage multiple activities
	D

	SAFEGUARDING & EQUAL OPPORTUNITY 
	Commitment to the highest standards of equality and celebration of diversity
	E

	
	Must be able to recognise discrimination in its many forms and willing to put Trust’s Equality Policies into practice.
	E

	
	Commitment to safeguarding pupils.
	E

	
	Knows and understands the principles and values of underpinning safeguarding and the promotion of the wellbeing of children and young people
	E
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