
[image: highworth vector logo]











JOB DESCRIPTION
Post Title
Facilities Manager
Grade
Buckinghamshire Pay Range 6 ISN 33 (£39,523 pa) Pro Rata £35,926
Hours
37 hours a week; 8.30am to 4.30pm Tuesday to Friday -  8.30am to 4pm Monday (30 mins lunch); 
41 weeks per year
Responsible to
Headteacher

Main Purpose
The Facilities Manager is responsible for the strategic and operational leadership of the school’s facilities, estate, health and safety arrangements and operational services. The postholder oversees administrative, personnel, first aid and estates functions, ensuring that the school environment is safe, compliant, well‑resourced. This ensures that the school leadership team is able to focus on the core purpose of the school: teaching and learning. 
The Facilities Manager provides line management and professional oversight to facilities and administrative staff. 

Leadership and Management
The Facilities Manager will:
· Provide effective line management of: 
· Bursar
· Site Manager
· Pupil Administration Manager
· Carry out appraisals, performance management, training and professional development planning
· Be the first point of contact for the team whenever possible 
· Develop and lead a cohesive operational team that meets the needs of the school
· Ensure staff work in line with the vision, values and policies of Highworth Combined School and Nursery
· Act as an ambassador for the school, ensuring a professional, welcoming and well‑organised operational environment
· Ensure office and facilities staff present a consistently positive, professional image to parents, visitors and colleagues
· Take decisions in line with the vision and values of the school and encourage others to do the same

Organisation, Administration and Operational Oversight
The Facilities Manager will ensure the smooth and effective operation of the school by:
· Ensuring effective running of school facilities and all administrative and communication systems
· Contributing to the planning, development and organisation of support service systems, procedures and policies
· Ensuring visitor checks, safeguarding and health and safety procedures are in place to monitor entry and exit
· Ensuring reprographic support is available to teaching staff via the administrative team
· Ensuring data input and administrative support is available to teaching staff from within the administrative team
· Ensuring that the team assist with the organisation of parents’ evenings, meetings and events, including room bookings, equipment and refreshments
· Supporting the organisation of school trips, ensuring staff and providers have completed appropriate risk assessments
· Preparing all documentation required for appropriate medical support for residential and other school trips

Estates and Facilities Management
The Facilities Manager, through oversight of the work of the Site Manager will: 
· Have overall responsibility for the management, security and development of the school site 
· Oversee planned and reactive maintenance of buildings, grounds and equipment
· Ensure the site is safe, clean, secure and fit for purpose at all times
· Oversee contractor relationships, ensuring: 
· Risk assessments are in place
· DBS and safeguarding compliance
· Insurance and health and safety documentation
· Work with the Bursar on premises‑related budgets, procurement and value for money
· Support capital projects, refurbishments and longer‑term estate planning
· Oversee use of premises for school and community activities where applicable
· Assist with opening and closing the building when the Site Manager is unavailable 

Health and Safety
The Facilities Manager will act as the school’s lead professional for health and safety, having day to day responsibility and will:
· Ensure compliance with relevant legislation, including: 
· Health and Safety at Work Act
· Fire Safety Legislation
· COSHH
· Maintain and review the Health and Safety Policy and procedures
· Ensure statutory testing and checks are completed and recorded
· Ensure risk assessments are in place for premises, events and activities
· Report health and safety matters to the Headteacher and Governing Body

First Aid – Policy and Operational Responsibility
The Facilities Manager has overall responsibility for first aid arrangements and will:
· Maintain and review the First Aid Policy, ensuring EYFS and statutory compliance
· Ensure appropriate first aid provision is in place at all times through use of a daily rota of cover for: 
· Primary pupils
· EYFS and nursery pupils (paediatric first aid)
· Lunch times (including where children eat)
· Monitor trained first aider levels and coordinate training and renewals
· Oversee accident and incident reporting systems
· Monitor trends and take preventative action
· Ensure safe storage and administration of medicines
· Oversee individual healthcare plans and allergy management
· Ensure first aid provision for educational visits
· Audit and replenish first aid equipment


Administrative Oversight (Non‑Pupil)
The Facilities Manager, through management of the administrative team, will: 
· Provide strategic oversight and line management of the Pupil Administration Manager
· Ensure robust administrative systems and data protection compliance
· Provide PA support to the Headteacher, handling highly confidential matters, including complaints from parents and carers, suspensions and exclusions 
· Manage the Headteacher’s diary and school calendar
· Ensure preparation and uploading of (through use of Eschools): 
· Term dates and holiday dates
· Letters and communications
· Website content
· Annual prospectus
· Ensure the school email inbox is managed effectively and response expectations met
· Ensure the Emergency Box is maintained
· Act as a point of contact for the school IT services provider (EAC)

Human Resource management 
The Facilities Manager will:
· Manage the recruitment and appointment process under the direction of the Head Teacher, ensuring that safer recruitment practices are always used
· Manage all aspects of the Single Central Record  
· Oversee the HR administrative work of the Bursar 
· Monitor staff absence and attendance, providing regular reports to senior leaders
· Conduct return‑to‑work meetings for all staff
· Book supply cover and maintain accurate records using the ESchools calendar
· Provide oversight and authorisation of: 
· Overtime
· Supply hours
· Payroll inputs (working with the Bursar)
· Book staff training as required
· Provide oversight that annual staff declarations are completed, including: 
· Disqualification by association
· Pecuniary interests
· Photo permissions
· Next of kin




Compliance and Data Protection
The Facilities Manager will:
· Maintain records in line with data protection law and retention schedules
· Ensure information security and confidentiality at all times
· Support the Data Protection Officer in ensuring whole‑school compliance
· Make sure we are compliant with our Display Energy Certificate (DEC)
· Maintain DfE status online

Safeguarding and Welfare
The Facilities Manager will:
· Safeguard and promote the welfare of children and young people
· Read and fully understand: 
· Keeping Children Safe in Education (Part One)
· The school’s Safeguarding and Child Protection Policy
Conduct and Professional Standards
The Facilities Manager will:
· Act professionally and confidentially at all times
· Promote the school’s ethos and reputation
· Communicate effectively, orally and in writing
· Respond courteously to all stakeholders
· Maintain high standards of attendance and punctuality
· Engage in training, performance management and professional development
· Adhere to the staff Code of Conduct

Other Responsibilities
· Keep up to date with statutory guidance
· Disseminate information appropriately
· Undertake duties appropriate to the level of the role as directed by the Headteacher


PERSON SPECIFICATION – FACILITIES MANAGER
Qualifications
Essential
· GCSEs (or equivalent) in English and Maths
Desirable
· Health & Safety qualification (e.g. NEBOSH or IOSH)
· First Aid at Work or Paediatric First Aid (or willingness to train)

Experience
Essential
· Significant experience managing facilities or operational services 
· Working with confidential and sensitive information
· Line management of staff roles
Desirable
· Experience in a school or public‑sector setting
· Experience working with MIS systems (e.g. SIMS)
· Managing health and safety 
· HR responsibilities including absence monitoring and return to work meetings
· Oversight of budgets, payroll inputs or financial processes

Skills and Knowledge
Essential
· Strong leadership and people‑management skills
· Excellent organisational and problem‑solving skills
· Knowledge of health and safety legislation
· Understanding of data protection and confidentiality
· Ability to manage competing priorities in a busy environment
· Excellent written and verbal communication skills

Personal Attributes
Essential
· Professional, calm and authoritative
· Values‑driven and child‑centred
· Approachable to all 
· Able to work independently and make sound decisions
· Resilient and adaptable
· Solution based approach when confronted with problems 
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