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Trust Premises and Facilities Manager (Slough)
Responsible to: Chief Operations Officer
SP02 – SP03 SCP31 – 36 FTE £41771 - £47181 plus fringe £1096
26 Day Annual Leave plus Bank Holidays
Hours: 37 hours per week – Full time

St Thomas Catholic Academies Trust is a family of Catholic schools based in Luton, Central Bedfordshire, Buckinghamshire and Slough. We currently have 18 schools.  We are seeking to appoint an energetic, dynamic and positive Trust Premises and Facilities Manager to support our Catholic schools in Slough.  Someone who is enthusiastic about working in a school setting and understands that through their work they will improve the lives of thousands of children. 
Purpose of the Post:   
The purpose of the post of Trust Premises and Facilities Manager within a Multi-Academy Trust (MAT) is to provide strategic leadership and operational oversight of all estate, premises, and facilities functions across the Trust’s schools in Slough. The role ensures that buildings and grounds are safe, compliant, well-maintained, and conducive to high-quality teaching and learning, while delivering best value and efficiency. This includes managing maintenance programmes, health and safety compliance, capital projects, and contractor performance, as well as supporting sustainability initiatives and long-term estate planning. The post holder works closely with school leaders and Chief Operations Officer to ensure that facilities services align with the Trust’s educational objectives and statutory obligations, creating environments that support both staff and pupils to thrive. 

The Trust is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.

‘CVs will not be accepted for any posts based in school’

Organisational Chart:






Working with Headteachers:
Within each school the Headteacher is the primary decision maker as they are ultimately accountable for all aspects of school operation. The Trust Premises and Facilities Manager will work with the Headteacher through plans agreed to improve the site each year. The Headteacher will direct priorities over the course of the year and may at short notice make requests of site teams that are necessary to ensure the smooth running of the school. Regular meetings with each school’s Headteacher are an essential part of this role.

	Principle Responsibilities 
	%

	Management of Sites
· Work proactively leading the development and implementation of school and Trust development plans, working closely with school and Trust Leaders to secure improvements to sites, managed any unforeseen issues.
· Attend meetings and assist the Chief Operations Officer in management of capital projects, to include inspection, snagging and day to day management of projects as required.
· Undertake and review risk assessments as required. 
· Manage the daily workload within schools site tams for 5-7 schools. 
· Facilitates the work of the Trust Compliance Manager so that routine workload includes the systems used to manager and maintain records which may include, Fire Safety records; legionella resting records; and schedules of work for site teams.
· Following up on the progress of any building/maintenance/in house works including liaison with Contractors.
· Produce schedules and plans of work, obtain quotations, and make recommendations for planned and responsive works as required.
· Act as operational support contact for Site Agents on day-to-day basis and urgent Health and Safety / Compliance queries.
· Provide support to incident investigations.
· Manage contractor booking in line with safeguarding policies i.e. DBS clearance confirmation and be a point of contact. 
· Act as a key holder for all sites attending routine and emergency callouts as a point of escalation when required. Initial callouts will be handled be an outsources 3rd party.
· Providing additional site support to schools when required, to assist teams. Co-ordinating or providing cover for site agents as appropriate.
· Work with external consultants as required to secure condition surveys and information to support bids as required.
· Manage the maintenance and ensure availability of trust vehicles.
· Provide reports and plan to Headteachers and Local Academy Committees.
· Oversee management of lettings as required (not inclusive of invoicing/debt collection).
· Support the Chief Operations Officer in bid writing, tender processes and contract negotiations as required.
	50

	Management of Staff
· Ensure all other relevant stakeholders ensure the effective deployment of staff and resources across all Trust sites.
· Develop the use of performance management skills to meet any key objectives or priorities.
· Line management and Performance Management of staff across the trust to include sickness absence management , appraisal, disciplinary and capability processes. 
· Lead on recruitment of new staff within the premises teams, ensuring all appointments follow Trust procedure and all checks are completed as part of a robust recruitment process. 
	20

	Oversight of budgets
· Authorisation of orders/invoices of up to £10,000 across an estates budget on £1.3m.
· Reviewing monthly accounts to ensure spend aligns to budget and reporting any substantial issues to COO.
· Putting together budget plans for schools within the North Hub for planned maintenance and non-emergency works.
	10

	Health and Safety

Undertake a Health and Safety compliance role across the Trust on behalf of the Board, this will include:
· Supporting the Trust Compliance Manager to ensure all site staff adhere to the Health and Safety Policy and Procedures – including all aspects of regular testing and recording.
· Ensuring security of all buildings.
· With the support of the Compliance Manager, undertake own development of Health and Safety knowledge as required through the role.
	10

	Training
· Ensure training on and procedures for maintenance tasks to be undertaken.
· Provide training to premises team members and other staff in premises related areas.
· Maintaining own CPD and attending training as required.
	5

	Other Duties
· Presenting premises plans and attending LAC meetings, responding to queries on premise management.
· This is not an exhaustive list of jobs.
	5



	


Requirements
· The trust is committed to safeguarding and promoting welfare of children and young people and expects all staff and volunteers to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.
· Be able to travel between sites and more widely across the Academy Trust.
Additional Notes
· Whilst every effort has been made to outline the main responsibilities of the post, each individual task undertaken may not be identified. Employees are expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job profile.

Person Specification – Trust Premises and Facilities Manager

	Please make sure, when completing your application form, you give clear examples of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience 
	Substantial experience (minimum 3 years) of Premises responsibilities in an educational or business setting. 

Supervision of employees performing similar work providing facilities maintenance, and compliance tasks.

Experience of working with a wide range of external partners/agencies including architects, surveyors, engineers and service providers.
	1,2





1,2





1,2
	Experience in the education sector.

Experience of working in a multi-site environment.
	1,2


1,2

	Skills/
Abilities
	Numeracy skills – able to add, subtract, multiply and divide and manipulate data on a spreadsheet.
Literacy skills – able to read, write and to draft reports, read and interpret information.
Able to communicate politely and tactfully with school premises users.

Able to communicate politely and tactfully with school premises users.

Good presentation skills.

Ability to work with minimal supervision and direction.

Ability to adjust to constantly changing work demands and to meeting competing deadlines.

Ability to develop the skills of others within a structured framework.

Ability to work as part of a multi-disciplinary team.

Ability to act on own initiative.

Ability to make effective decisions. Substantial communication skills in ability to consult, challenge, influence, negotiate effectively with wider people.

Ability to prioritise workload. Able to converse with ease with members of the public and provide effective help or advice in accurate & fluent spoken English.

Contribute positively to the work of the team. Follow instructions and policies relating to security systems and procedures.



	1,2,3,4,5

1,2,5





1,2,5




1,2,5

1,2,5

1,2,3,5

1,2,3,5


1,2




1,2

1,2

1,2,5


1,2,5

1,2,5
	Ability to manage the performance of others.
	1,2,3,5

	Competencies
	Able to demonstrate appropriate motivation to work with young people.

Able to form appropriate relationships with young people.

Emotional resilience in working with challenging behaviours.

Appropriate attitudes to use of authority and maintaining discipline.
	1,2



1,2



1,2



1,2
	
	

	Equality Issues
	Able to identify some types of discrimination that commonly exist.
	1,2
	
	

	Specialist Knowledge
	Substantial knowledge of Health & Safety including COSHH
	1,2,4,5
	
	

	Education and Training
	Facilities/Health and Safety related qualifications to level 4 or equivalent substantial experience and training gained in the workplace,

A willingness to undertake relevant training.
	1,2,4





1,2
	Level 5 qualification in premises related discipline.
	1,2,4

	Other Requirements
	Able to adapt to changing operational demands in terms of tasks undertaken.

Current driving license to drive School/Trust minibus where required/use of car during working hours.
	1,2

4

1,2
	
	



(1 = Application Form   2 = Interview   3 = Test   4 = Proof of Qualification   5 = Practical Exercise)

Chief Operations Officer


Operations Officer


Trust Compliannce Officer


Trust Premises and Facilities Manager


School Site Teams
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“The glory of God is a human being fully alive!”




