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Job Description: Estates and Facilities Manager (London) 
Reports to: Regional Estates Manager
Location: Across all London academies, satellite provisions and managed intervention centres 
Salary: Grade 10
Working hours: 37 hours per week, all year round. 


In this role, you will, oversee day‑to‑day operations and maintenance across the London Cluster, including facilities, security and cleaning. As well as lead planned maintenance, monitor energy use and drive efficiency improvements. 

As a crucial member of the team, you will work with the Regional Estates Manager and site teams to identify premises issues, plan improvements and support major projects. You will implement estates initiatives, ensure compliance and oversee contractors as needed. 
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Main duties and responsibilities:
· Operational management and maintenance of the Academy premises and grounds including oversight of grounds, catering, security/key holding and cleaning services where applicable.
· Work with Academy site staff to ensure they are responding to maintenance requests in a timely manner and with the correct resource.
· Ensure all London Academies comply with all relevant statutory/legal requirements, the preparation of maintenance schedules and the efficient operation of all facilities within the estate.
· Management of all academy vehicles including minibus and maintenance vehicles (if applicable). Ensuring relevant servicing, MOT, permits, risk assessments and documentation is in place.
· To manage the security systems at all London Academies and to be a key holder, responding to out of hours calls in the absence of Site Managers/Supervisors.  
· To ensure that site is as secure as possible from trespassers and intruders.
· To ensure the Academy has in place sufficient resources to carry out adverse weather activities to ensure operation and protection of the site and to respond when the Academy operational times need to be changed due to adverse weather conditions. 
· To ensure effective after-hours contact arrangements are in place for the alarm security company to liaise with, and to participate in these arrangements.
· To ensure the OAT Head Office systems for managing compliance is used effectively.
· Ensure use of the central OAT system for reporting and recording accidents, incidents and near misses
· Ensure all of the Estates team use OAT central helpdesk for tracking and recording building issues. 
· Ensure that a system for reporting repairs and maintenance across the London Cluster is in place and action those repairs during designated Academy working days – both personally or via a contractor as required. Using the OAT central helpdesk to generate reports to inform future building related repairs or maintenance projects. 
· Lead on the tendering of contracts for building related services. Support the selection, evaluation of contractors.
· Lead on the monitoring of contractors against their contractual obligations, responsibilities and KPI’s in relation to their work.
· Oversee the management of contractors onsite, ensuring:
· Risk Assessments and Method Statements are provided, checking these and authorising for work to proceed
· Permits to work are issued as required
· Safeguarding policy and procedures are adhered to
· Ensure the effective maintenance, repair and safe keeping of all resources, including regular audits.
· Ensure all departments and staff comply with COSSH regulations 
· Lead on the tracking of asset condition, in particular Mechanical and Electrical assets, ensuring all assets are duly recorded on the current in-house Capital Facilities Management software (iAM Compliant), verify condition and update the database on an on-going basis and when assets are being replaced/refurbished.
· Support the development of Premises Development Plans utilising the document structure and format established by the Head Office estates team; and developing a planned maintenance programme
· Work with the Regional Estates Manager and Head Office estates team on planning and preparing capital building projects. 
· Act as project co-ordinator for all capital building and grounds works, be the Trust representative at any contractor meetings and report back as necessary to the Head Office estates team.  
· Carry out termly inspections of the buildings and grounds, report findings & recommendations to the senior staff. 

Business & Operations:
Lead the management of the below site services ensuring that these functions remain effective and meet expected standards;
· Cleaning contracts, performance assessments, and renewals.
· Catering contracts and compliance.
· Security services and remote monitoring providers.
· Minibuses service providers, minibus servicing and compliance of transport vehicles and equipment.
Coordinate the purchase, repair and maintenance of all operational equipment both inside and outside buildings such as loose fittings, furniture and other equipment.   
Health and Safety:
· To ensure Academy compliance with all site related health and safety requirements including clear communication to all staff and students as well as recording and reporting health and safety matters to relevant named person at the school.
· Day-to-day responsibility for all site related health and safety matters, including maintaining and developing systems, policies, procedures and working practices.
· Work with senior managers to ensure health and safety audits are regularly completed and ensure action plans are developed and implemented. 
· Ensure all site team are trained in the use of the alarm system and that practice is reviewed.
· Establish a regime and monitor implementation for all site staff to carry out water hygiene checks on all hot and cold-water outlets where areas of the buildings have been unused for more than a week.
· Ensure the management of asbestos where applicable and ensure that the asbestos management plan is kept up to date. 
· Work with senior managers to ensure the critical incident and business continuity plan is regularly reviewed, updated and that practical arrangements are in place when the plan is required to become operational.
· Work with senior managers to ensure the Risk Register is regularly reviewed, updated and that practical arrangements are revised considering the outcome of the review.

Fire Safety 
· Play an active role in fire evacuation duties, creating evacuation plans, co-ordinating the site team’s actions when an evacuation is underway and ensure the Principal is informed of the reason for the alarm activation at the earliest opportunity.
· Responsible for the maintenance of firefighting equipment, ensuring regular weekly and monthly fire checks are carried out, reporting any issues that arise.
· Responsible for the maintenance of fire evacuation chairs, ensure adequate staff are trained to operate these safely.

Line Management:
· Responsible for the line management and overseeing the work of Academy site staff including ensuring cleaning contracts and agency staff. 
· Line management will include the day-to-day supervision of the work, ensuring responsibilities are delivered as required; performance management and; recruitment and selection activities for the post.  Ensure site team use appropriate PPE and adhere to any H&S risk assessments and safe systems of work to carry out work activities.
· Ensure appropriate training and development is identified and provided to site staff.
· Carry out staff inductions for the correct use of site equipment.

Community Lettings Facilities:
· Manage the lettings process with the relevant academy staff, ensuring internal and external bookings have the appropriate contract administration, staffing, access arrangements, catering and IT support and that appropriate payments are made and processed. 
· Work with the site staff to ensure the lettings are serviced i.e. opening, closing, moving furniture and ensuring school spaces can be used the following day.

Legal and compliance 
Support the maintenance of each Academy’s risk register and maintain an awareness and understanding of its contents.
Work with the Trust operations team to ensure delivery of appropriate emergency planning and business continuity.
Play a leading role in the management of critical incidents and provide guidance/support to the Academy leadership team. 
Financial Management:	
· Work with the nominated senior member of Academy staff to create and manage the site budget plan. 
· Ensure requisitions are raised for all premises related expenditure.
· Ensure that the Trust’s financial arrangements are adhered to when carrying out procurements.
· Support the undertaking of budget monitoring activities and ensure significant variances are investigated and corrective action identified and reported to the senior academy staff.
· Prepare and submit funding bids including the gathering quotations, proposals and supporting evidence.

Safeguarding and Promoting the Welfare of Children and Young People 

· Adhere to policies and procedures in relation to safeguarding at all times, and to adhere to the statutory guidance “Keeping Children Safe in Education‟. 
· Take appropriate action if having any concerns, or are made aware of the concerns of others, regarding the safety or wellbeing of children or young people.
· Working with ICT, behaviour and safeguarding staff support the deployment, management and maintenance of CCTV systems.

Please note due to the nature of the role some work outside of academy hours may be required along with occasional overtime.  


Person Specification
	Attributes tested by Application, Interview, Task and References 
	Essential E/ Desirable D

	Knowledge & Qualifications 

	

	· Knowledge of health and safety, first aid, medical, fire safety, risk management regulations and requirements.
	E

	· Good working knowledge of management and maintenance of buildings, mechanical, electrical and other infrastructure systems.
	E

	· Up to date knowledge of statutory regulations and guidance relating to this post.
	E

	· Minimum GCSE Maths & English Grades A*-C or equivalent.
	E

	Educated to Level 5 – Higher National Diploma (HND) or Higher Technical Qualification (HTQ) or equivalent in a related area;
- Typical courses:
· HND in Mechanical Engineering
· HND in Electrical & Electronic Engineering
· HND in Building Services Engineering
	E

	· Recognised Health & Safety training i.e. IOSH or NEBOSH 
	D

	· Recognised facilities management qualification
	D

	· Recognised First Aid at Work qualification 
	E

	Experience 
	

	· Experience as a caretaker, site supervisor or similar role  
	E

	· Recent experience of working in a site supervisory role 
	D

	· Experience managing contractors and working with outsourced providers.
	E

	· Experience of line management.
	E

	· Experience of working in a school environment.
	E
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	· A good level of ICT competency including the use of Microsoft Office applications
	E

	· Good organisational, communicating and problem-solving skills, with the ability to use own initiative and work proactively both in a team and independently.
	E

	· Ability to manage time effectively – identifying solutions to problems and dealing with issues as they arise 
	E

	· Strong listener and able to communicate in a clear and concise manner both on the telephone and face to face, who can effectively convey information at an appropriate level.
	E

	· Good interpersonal skills with all members of the school community and 3rd party support providers
	E

	· Be committed to continuous personal and professional development to maintain and extend skills and knowledge, keeping up to date with changes in all relevant legislation
	E

	· Ability to interpret and follow policies and procedures.
	E

	· Ability to review systems to ensure the robust evaluation of performance and actions to secure improvements.
	E

	Demonstrates a flexible approach to work to enable effective delivery of service.
	E

	· Ability to perform the physical tasks required by the post
	E

	· Able to work under pressure and to deadlines and deliver excellent attention and produce accurate results.
	E

	· Understanding and commitment to the safeguarding of children.
	E
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