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JOB DESCRIPTION

Premises Manager
It is essential that all staff actively promote the aims of The College –

· To ensure every student develops their potential to flourish and be successful

· To have high expectations of all staff and students

· To respect all those in our community locally, nationally and internationally

All members of staff are required to participate in the College’s appraisal scheme.

Qualifications preferred - Previous school caretaking experience desirable but not essential. Maintenance qualifications desirable but D.I.Y abilities and management skills essential.  Good ICT skills essential, including the use of emails and the internet.
Post accountable to - Head teacher and subject to the supervisory authority and management of the School Business Manager (SBM)
Post responsible for - Management and supervision of all school site, premises, maintenance, caretaking staff and cleaning staff 
Other major contacts - Teaching and non-teaching staff, School Governors, Education Caretaking and Premises Support Services Officer, Deputy and Assistant Caretaking and Premises Support Services Officers and Maintenance/Service Contractors working on site.

Duties to include 
Building Maintenance and Management 
Caretaking and Cleaning 
Security

Health and Safety
School Activity Programmes 
Gardens and Grounds Maintenance 

General administration
Conditions
Hours of Duty:  Basic number of hours will be 37 per week. An element of cleaning time may be included as determined by the Head teacher. (N.B. Hours of duty may have to be varied from time to time to meet the needs of the school). The nature of the post warrants the occupant being on call as required. Annual Leave: 22 days per year (27 days per year after 5 years' service). 

Annual Leave: may be taken after prior consent and agreement of the Head teacher has been given. 
Driving Licence: The post-holder will be required to have a full and current driving licence. 

Confidentiality: The Premises Manager is required to respect the confidentiality of all matters relating to the school, students and staff.

Probationary Period: The post is subject to a satisfactory completion of a six-month probationary period.

The post holder will be expected to perform such duties as may be reasonably required by the Head teacher and that these should be in line with national legislation and current conditions of service.
NB.  If you are interested in this role and would like to request a copy of the full job description, please email office@bourne.org.uk 
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