
[image: ]

Facilities Manager

Confident
All members are actively learning and developing.
Aspirational
An academic core, enriched with creative and specialist pathways.
Respectful
All members manage themselves well and respect each other.
Reflective
All members celebrate, support and help each other.
	Scale:

PO2

	Hours worked per week:35

	Working Times:
Flexible depending on team capacity.

 (1 hour lunchbreak – unpaid)

	Range:

31-33

£45,726.19 to £47,793.75



	Weeks worked per year:

All year round

	Job description date: 

August 2026




All appointments at Arts and Media school Islington are made in accordance 
With the agreed School’s Equal Opportunities Employment Policy.

All employees are expected to adhere to the agreed School Policies as set out in the Staff handbook and Code of Conduct
_____________________________________________________________
Job Title: Facilities Manager
Responsible To: Key Relationships/ Liaison with SBM/Headteacher/SLT
[bookmark: _GoBack]


Line Manage: 
· Caretaker (s), 
· Grounds maintenance staff/contractors  
· supplier contracts e.g. cleaning and lettings, 
· Responsible for the premises budget/ funding bids/ projects 

Hours of employment: 35 hours per week, 52-week contract 
Full time (flexibility subject to discussion) 
· Overtime will be paid with agreement of the Headteacher for necessary projects.

Purpose of Job 
• To act as Health and Safety Responsible Person for Arts and Media School and ensure that Health and Safety legislative compliance relating to people (staff, students and visitors) and property are met. 

• To ensure all legislative and Arts and media School Islington premises policies (including tendering) are implemented correctly and efficiently. 

• To effectively manage premises staff and suppliers to ensure a high-quality environment in which learning can take place. 

• To advise on strategic matters relating to the management of the premises in terms of its maintenance and refurbishment for the future in accordance with the premises masterplan, update and contribute to the master plan. 

• To effectively coordinate site services to ensure the smooth running of the School. This include site security, managing the catering & utilities contracts and introducing and operating a premises job management system. 

• To promote the efficient use of the school assets, and to co-ordinate services to meet the full requirements of the School. This includes ensuring close teamwork between the teams handling premises, cleaning and lettings functions. It also includes ensuring teamwork between building project suppliers and the premises function. 

Duties and Responsibilities: 
1 Health and Safety 
• Ensure that all policies and procedures related to health and safety (H&S) are relevant, complied with and regularly reviewed. 
• Ensure that the School buildings meet H&S standards and that facilities comply with central and local government legislation. 
• Provide advice and guidance to managers and staff on H&S matters. 
• Prepare papers for the Resources Committee and ensure actions from meetings are completed. 
• Carry out risk assessments as needed (preparation and review) for key risks such as asbestos, water quality, accidents & electrical safety and ensure actions are implemented. Link significant risks to the School Risk Register. 
• Maintain a record of COSHH assessments and monitor hazardous substances being brought into the School (new types of hazards or existing). 
• Carry out termly inspections of the buildings and grounds. Report findings & recommendations to the Headteachers. 
• Investigate accidents and incidents/near misses and prepare reports as required. Assess and respond to H&S Executive instructions. 
• Play an active role in fire evacuation duties. 
• Contribute to the critical incident and disaster recovery plan 
• Key Liaison Officer for, Health and Safety compliance company.

2. Capital Works and Specific Projects 

• Act as project leader for all capital building and grounds works. Act as the School representative at any premise’s contractor meetings and report back as necessary. Ensure work completed by premises contractors is completed satisfactorily and follow up on any issues. 
• Ensure building works and maintenance is carried out by contractors on time and within budget. 
• Prepare report information for governors and the senior leadership team to make recommendations, or seek approval for any proposed building or refurbishment projects. 
• Prepare or work with external bid-writers on premises bids, to deliver significant premises improvements. 
• Oversee the tendering process for all capital and supply contracts. 
• Maintain and update a Five-Year Plan for Premises spending and contribute in a significant way in the longer-term Premises Plans for the School. 
• Maintain the premises job management system and ensure regular updates and summary reporting. 
• Undertake specific related-projects which could include: 
- forward planning exercises 
- Investigations into energy saving and efficiency measures 
- improved service delivery options 
- budgetary savings and value-for-money exercises 

3. Premises, Security & Management 
• Ensure that effective systems are in place to ensure site security and safety. 


• Act as the principal point of contact for contractual issues with regard to premises-related contracts such as those for grounds maintenance, plant maintenance, alarm and door access. Manage the annual premises operating budgets 
• Be an after-hours contact person for the alarm security company to liaise with. 
• Ensure that the School has all relevant premises-related insurance cover and up to date legal documentation (certifications). 
• Arrange regular meetings with School leadership to discuss performance and any matters of concern. 
• Investigate any breaches of physical security. Recommend ways of making improvements and act as adviser to the governing body and senior management on security issues. 
• Contribute relevant sections to the School Risk Register. 
• On termination or expiration of a premise’s supplier contract, organise and manage the tendering process to make a new appointment, as appropriate. 
• With the support of the line manager, prepare and regularly review a maintenance plan for the building and grounds. Create team work plans and rosters accordingly. 

4. Lettings - 
• Work with the internal team or external provider on issues concerning lettings and Saturday Language School services. For example, cleaning provision in advance of afterhours lettings, or resident complaints. 
• Be the after-hours contact person for Lettings to liaise with (security breaches). 
• Co-ordinate with Lettings staff regarding their client demand for afterhours space versus any inhouse requirements for out-of-hours use of the premises, especially in times of premises outages e.g. major water leaks or building site refurbishments. 

5. Procurement and contract management 
• Calculate and compare costs for required goods or services to ensure best value for money for the School. 
• Maintain a preferred list of premises service providers in active use. 
• Comply with the finance and business manual on tendering, quotes and ensuring that orders are processed using the official ordering system. 

7. Staff 
• Coordinate and lead the people working within the premises function, including the site team, cleaners, grounds maintenance and contractors. 
• Ensure the site staff work well on a daily basis with the cleaning team and Lettings staff. 
• Arrange appropriate training for staff within the premises team. 
• Use the School’s Performance management Review (PMR) process to monitor and demonstrate achievement of agreed service levels and lead on improvement in staff performance. Update job descriptions as needed. 

This job description is not prescriptive and does not direct any particular priorities or amount of time to be spent carrying out the duties. It is not necessarily a comprehensive definition of the post, and the post holder may be required to undertake other duties and responsibilities commensurate with the grade and scope of the post. This job description may be subject to amendment, to meet the changing needs of the School, following appropriate consultation.



































Person Specification

Person specification
E = Essential
D= Desirable
	CRITERIA
	QUALITIES
	

	Qualifications
	Level 2 Award in Support Work in Schools
Recognized Health and Safety training (e.g., IOSH Managing Safely or NEBOSH general certificate).
Current certifications in statutory compliance operations: COSHH, Asbestos Awareness, and Legionella Water Monitoring.
Evidence of continuous professional development relative to facilities management and modern school building infrastructure. 


	E

E


E


E



	Experience
	Proven experience managing premises, facilities, or physical plant operations within a school or high-density urban public sector building.
Proven experience managing or supervising in-house premises teams, cleaning staff, and external specialized contractors.
Direct experience handling automated building management systems (BMS), digital asset tracking software, and online compliance logging.
Experience in managing structural health and safety protocols, building risk assessments, and fire warden duties. 
Experience of managing contractors
Experience in procurement 
 
	E



E


E


D


E

D

	Skills and knowledge
	Good knowledge of health and safety regulations
Ability to work flexibly, independently and as part of a team
Ability to plan, organise and prioritise
Advanced practical skills across primary maintenance trades to resolve emergency or minor reactive work independently. 
Comprehensive understanding of statutory compliance schedules for educational properties (e.g., periodic electrical testing, gas safety, fire doors).
Excellent command of digital toolkits, including emails, spreadsheets, and procurement software for stock ordering and budget monitoring.
Sharp comprehension of the Arts and Media Schools Safer Recruitment Guidance regarding third-party contractor vetting and DBS site recording. 


	E

E

E

E



E


E/D



E

	Personal qualities
	Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
Ability to work under pressure and prioritise effectively
Commitment to maintaining confidentiality at all times
Commitment to safeguarding and equality
Embraces change well
Deals with difficult situations effectively
Able to work flexibly and out of school hours as required

	E


E



E
E

E

E

E

E

	Physical requirements
	Be reasonably fit to carry out the duties of the job
Able to carry out some manual handling and lifting
Able to carry out work at high levels using appropriate equipment
	E

E

E
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