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Job Description and Person Specification

Job Description
Position Title Premises Manager (small School Mobile Team)
Location Mobile
Reporting to Operations Manager
Position Number(s)

Grade 3

Organisation Dartmoor Multi Academy Trust

Effective date of JD JE Job Number
Job Purpose:

The main purpose of the job s to

To be responsible for premises management of the small school sites
To line manage premises or associated staff e.g, caretakers, cleaners etc.

To ensure site health and safety compliance to meet legisiative requirements
To arrange and/or monitor performance of external contractors on site

Depending on your location, you may be based in one of our schools but this role is mainly a
mobile role and you will be required to travel as part of this role. There is a Trust vehicle
provided for the role, which must be parked overnight on Trust premises. You may also be

required to support across any other school in the Trust as the need

ses, but your

responsibllity is primarily for our smaller schools.

Main duties and responsibiities:

Line management of the premises team, including daily rotas/programmes of work,
organising cover during absence/leave, supervision, appraisal and training. This
includes monitoring performance standards in conjunction with the EFOM.

dentify, prioritise and agree, in conjunction with the EFOM and Headteachers, an
annual Estate Plan of site improvements that address school condition data, health
and safety issues, energy efficiency measures and curriculum development plans.

To undertake the role of Health and Safety Co-ordinator for each school advising the
Headteacher and/or SLT of requirements and document due dates to ensure heaith
and safety compliance is maintained.

To maintain and monitor premises related policies and risk assessments and their
implementation and effectiveness. This includes ensuring the annual fire risk
assessment is carried out to included PEEPS for staff/students with disabiliies.
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Arrange for maintenance work to be carried out by suitably qualified contractors,
monitoring health and safety adherence to required safe working practices and
reporting, where relevant, on the quality of their work and any follow-up work
required,

Undertake or organise a range of re-decoration and minor maintenance work, as
agreed with the EFOM and Headteacher, to ensure a high standard of repair and
decoration throughout the school.

Undertake or arrange activities to maintain and ensure a safe and clean external
environment e.g, riting, litter picks, waste collection and removal, graffit remova,
safe access routes and keeping drains and gutters free from obstruction.

Be responsible for ensuring health and safety compliance by undertaking or
amanging essential checks including fire alarm call points, emergency lighting,
legionella flushing, asbestos monitoring, PAT testing, internal and external site
inspections, including play equipment, Trust vehicles etc. as required by the EFOM.
Be responsible for ensuring ste health and safety compliance and managing site
specific contracts undertaken by exteral contractors .. legionella fire safety,
cleaning, grounds etc. are arranged and undertaken to agreed standards

Ensure that records to demonstrate health and safety compliance and contractual
obligations are kept up to date by monitoring and maintaining the Every oniine
management software programme and liaising with relevant staff

Be responsible for the operation of each sites building management system to ensure.
that all plant and equipment operates at maximum efficiency and economy, with
special regard to energy conservation, and to arrange for all plant and equipment to
be regularly inspected to ensure that it is clean and In a safe working order, reporting
any deficlencies, as appropriate, to the Energy and Utilties Manager (EUM).

I conjunction with the EUM, monitor levels of heating, lighting and ventilation to
ensure they meet safe and appropriate levels of operation and, f required, liaise with
the EUM to agree/organise remedial action

As a named key holder for all school ites, be responsible for maintaining the security
of each site. To include arrangements for opening-up and locking of premises
including extended school provision, lettings and emergency call-outs,identifying and
training of suitable local key holders to cover absence.

Ensure that arrangements for the deliveries of goods and equipment are
communicated effectively with the relevant staff and suppliers, being present at the
site, If possible, to receive and distribute as required. This includes maintaining
appropriate records as required and ensuring adequate stock of appropriate.
resources and materials for maintenance, repairs and cleaning sundies.

To undertake or arrange for general porterage duties to include the setting out and
putting away of furniture e.g. school events, parents evenings, lettings, as necessary.
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Additional Duties and Responsibilities:
* Beaware of and comply with Trust policies and procedures relating to child

protection, health and safety, security and confidentiality, reporting all concern
2 y and confident
/, reporting all concerns to

« Contribute to the overall ethos/work/aims of the Trust

« Appreciate and support the role of other professionals

« Attend relevant meetings as required

« Participate in training and other learning activties and performance development as
required

« Treat all users of the schools with courtesy and consideration

« Present a positive personal Image, contributing to a welcoming school environment
‘which supports equal opportunities for all

« Provide a high level of customer service to all stakeholders

« Promote and ensure the health and safety of pupils, staff and vi
‘with appropriate health and safety legislation) at all times

s (in accordance





