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Job Description – Assistant 

Premises Manager 
 

Post: 
Required: 

Pay scale and salary: 
Contract Type: 
Hours of work: 

Assistant Premises Manager 
June 2026 

C1, SCP 12 - 17 (£28,598 - £31,022 FTE) 
Permanent 
Full Time, 37 hours per week 

 

 

Accountable to: Premises Manager 

Purpose of Role: 

Support the Premises Manager by taking responsibility for management of the school 
site and associated facilities under an agreed system of supervision, taking 
responsibility for the management and development of site services. Manage other 

site staff including allocation and monitoring of work and performance appraisal. 
Oversee external contractors working on site. To assist with making sure the building 
management system is running efficiently keeping the building compliant with Health 

& Safety regulations.   

 
Main Duties: 

 

• Assist the Premises Manager in managing the school premises  

• Deputise for the Premises Manager in their absence  

• Carry out banking duties  

• Submit Purchase Orders in the absence of the Premises Manager  

• Undertake checks on Building Management System  

• Undertake weekly walk-arounds with the Premises Manager to be able to 

efficiently fix any issues that arise  

• Undertake weekly testing on fire alarm/sprinkler systems reporting any 

faults to Premises Manager  

• Assist in Annual PAT Certification   

• Undertake risk assessment of security risks to the school (grounds, 

premises and contents) including vandalism/arson  

• Allocation and monitoring of work using Premises ticketing software  

• Operate as part of the premises team  

• Lead on discrete areas within an agreed system of supervision  

• Assist in managing maintenance, security and facilities systems on school 

sites and premises  
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• Contribute to the planning, development and monitoring of premises 

services and supervision, training and appraisal of caretaking/cleaning 

staff and contractors  

• Assist in the regular security checks to be undertaken and advise on how 

security risks can be minimised  

• Assist with managing the fire safety equipment provision and scheduling 

of fire drills  

• Assist with managing of the alarm systems, CCTV or surveillance 

equipment where appropriate  

• Oversee the activities of external contractors on-site and supervise 

maintenance contractors and undertake regular site inspections  

• Make arrangements for effective response to an emergency call out in 

the absence of the Premises Manager  

• Identify defects and record repair and maintenance requirements  

• Ensure that heating and lighting systems are maintained and operated  

• Undertake specialist cleaning tasks  

• Coordinate deliveries to the school site 

• Assist the Premises Manager to monitor performance of service 

contractors and record performance against specified standards  

• Assist the Premises Manager with the creation and maintenance of 

purposeful, orderly and productive working environment  

• Promote and ensure the health and safety of students, staff and visitors 

at all times  

• Assist the Premises Manager with ensuring the 

maintenance/quality/safety of specialist equipment  

• Demonstrate and assist in the safe and effective use of specialist 

equipment/materials 

• Provide highly specialist advice and guidance as required  

• Assist the Premises Manager with the selection and management of 

resources, including regular audit of resources  

• Assist with the management and supervision of lettings including 

premises, lettings and associated income, building and projects etc.  

• Assist in the management of Health & Safety risk assessment and 

dissemination and compliant with health and safety policies and 

procedures  

• Liaise with outside contractors such as Waste Management, 

Groundskeeping and Sanitary Disposal   

• Attend all appropriate meeting e.g. Site and Buildings or Health & Safety 

Committee  

• Undertake induction/appraisal/training/mentoring for other staff  

• Be aware of and comply with the policies and procedures relating to child 

protection, health & safety and security and confidentiality reporting all 
concerns to an appropriate person  

• Contribute to the overall work/ethos/aims of the school  

• Ensure compliance by self and others with all health and safety policies 

and procedures  
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• Ensure safe use by self and others of equipment and materials  

• To undertake any other duties that are commensurate with the post  

• The postholder will be required to work flexibly to deliver an efficient 

service  

• There will be regular contact with students, colleagues, other members 

of staff, line managers and internal and external customers   

 

Any other duties and responsibilities:  

 
• All the above duties and responsibilities to be carried out in accordance with 

Cockburn Multi Academy Trust Policies, Academies Financial Handbook and 
current legislation with an emphasis on Safeguarding, Customer Care, Equal 

Opportunities including preventing sexual harrassment, Data Protection and 
Health and Safety 

• Promote high standards of personal professional conduct in accordance with 

the Trust Employee Code of Conduct  
• Be aware of and support differences ensuring fairness and equal 

opportunities for all 
• Contribute to the overall vision and values of the Trust  
• Enable and support the role of other professionals  

• Work collaboratively and effectively as part of a team  
• Attend and participate in relevant meetings as required  

• Participate in training and other learning activities and professional 
development as required  

• Flexible and to work at different sites as required 

 

The duties and responsibilities highlighted in the job description are 
indicative and may vary over time. Post holders are expected to 
undertake other duties and responsibilities relevant to the nature, level 
and scope of the post and the grade has been established on this basis.  
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Person Specification 
Detailed below are the types of skills, experience and knowledge that are required of applicants 

applying for the post. The ‘Essential Requirements’ indicate the minimum requirements and 

applicants lacking these attributes will not be considered for the post. The points detailed under 

‘Desirable Requirements’ are additional attributes to enable the applicant to perform the 

position more effectively or with little or no training. They are not essential, but may be used 

to distinguish between acceptable candidates.  

KNOWLEDGE/QUALIFICATIONS   Essential Desirable MOA 

Awareness and understanding of basic 

safety and security measures  

*    A/S  

Working knowledge of relevant 

policies/code of practice/legislation  

  *  A/S  

Knowledge of Health & Safety 

procedures and precautions  

*    A/S  

Knowledge of COSHH regulations    *  A/S  

Willingness to develop knowledge of use  

of ICT and other specialist 
equipment/resources  

*    S  

Awareness of health and hygiene 
procedures  

*    A/S  

Knowledge of moving and handling 
procedures  

*    A/S  

Participate in development of training 
opportunities  

*    A/S  

Knowledge of Building Management 
Systems (BMS)  

  *  A/S  

Knowledge of basic fire regulation 
requirements  

  *  A/S  

Knowledge of using mechanical cleaning 
equipment  

  *  A/S  

SKILLS Essential Desirable MOA 

Ability to organise, motivate and 

manage a team  

 * S 

Ability to relate to people both in 

person and on the telephone  

*  S 

Ability to use ICT effectively  *  S 

Ability to deal with day to day issues on 

own initiative  

*  A/S 

Ability to move heavy furniture   *  S 

To possess DIY skills  *  S 

Ability to relate well to children and 

adults  

*  S 
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Ability to drive and have a clean driving 

license  

*  A/S 

Ability to complete a PAT (Portable 

Appliance Testing) records  

 * A/S 

EXPERIENCE Essential Desirable MOA 

Handyperson experience  *    A/S  

Experience of managing a team    *  A/S  

Caretaking/site-keeping experience in a 
school or similar environment   

  *  A/S  

Experience of working within a cleaning 
environment  

  *  A/S  

Experience of organising work tasks 
and duties to meet appropriate service 

standards e.g. in terms of timeliness, 
accuracy and customer care  

  *  A/S  

PERSONAL QUALITIES Essential Desirable MOA 

To display a responsible and co-
operative attitude to working towards 

the achievement of the service area 
aims and objectives  

*  S 

An ability to respect sensitive and 
confidential work  

*  S 

Commitment to own personal  
development and learning  

*  S 

Employment is conditional on confirmation of the right to work in the UK – either 
as a UK or Irish citizen, under the EU Settlement scheme or having secured any 

other relevant work visa. If you do not have the right to work in the UK and the 
role does not meet eligibility for sponsorship, please consider carefully whether 
you meet the eligibility to apply for this position. 

This role is subject to a six-month probationary period and satisfactory enhanced 
DBS check. As one organisation Cockburn Multi-academy Trust expects all its 

employees to work across any academy within the trust as and when required. 

Cockburn MAT is committed to creating a diverse workforce. We will consider all 

qualified applicants for employment without regard to sex, race, religion, belief, 
sexual orientation, gender reassignment, pregnancy, maternity, age, disability, 

marriage, or civil partnership. 

 

 
METHOD OF ASSESSMENT (MOA) 

A =  Application Form 

Q =  Qualification 

R =  References 

S =  Selection Process 



 

 



 

 

 

 

 

 

 

 

 

 

 

 


