


Diss High School
Job Description

	Name:
	

	Job Title:
	Premises Manager

	Salary range or job grade:
	NJC range 23 - 25

	Responsible to:
	Business Manager

	Responsible for:
	Overall site maintenance, cleanliness and Health and Safety

	Effective Date:
	1st May 2025



	Role and Context

	Job Purpose:
	To manage the maintenance, security and development of the school site in accordance with all policies and procedures. 
To work with the school Headteacher and the site team to achieve a beneficial and positive working environment for teaching and learning in the school and the wider local community.

	Dimensions
	Leading a team of caretakers and cleaners in a school of 920 pupils and 120 staff members

	Relationships:
	Works work closely with:
· Headteacher
· Senior Leadership Team
· Site Team
· Technicians and administrative staff
· All teaching and non-teaching staff, pupils and parents
· Outside organisations (contractors, surveyors, etc)





	Duties and Responsibilities

	In addition to the “Job purpose” the role involves some specific activities outlined below, this is not an exhaustive list.

	1.
	To manage school building improvements and repair and maintenance by monitoring site, and buildings, identifying remedial work, organising and working with site team and contractors to undertake repairs, replacements, and periodic checks.  

	2.
	To obtain quotations for work and materials and appoint contractors on approval from Senior Leadership Team or the Trust. This includes sourcing labour and materials on an emergency basis. 

	3.
	To advise and provide reports to SLT/Trust on site issues, to make recommendations for development, maintenance and repair informed by condition surveys and asset management plans.   

	4.
	To manage and monitor the premises and grounds budgets for the school, liaising with the Trust Finance team as required.

	5.
	To manage and work with the site team to ensure that premises are secure and comply with health & safety and other building related legislation.  

	6.
	To monitor the work of external contractors including waste management, grounds and tree maintenance etc.by making regular inspections to check that the specification is being met. To bring initial discrepancies to the attention of the contractors and manage issues arising to conclusion.

	7.
	Become familiar with and manage the automated building management systems including fire and intruder alarms and ensure these are operating effectively

	8.
	To manage and organise site and equipment testing including, but not exclusively, asbestos, legionella, fixed wire and electrical appliances, including maintenance of associated records using Trust wide systems such as SmartLog

	9.
	To project manage any site related repair and improvement building projects

	10.
	To manage the routine maintenance of the sports grounds and to liaise with external agencies when specific and specialist maintenance is required.

	11.
	To line manage both the site team and the cleaning team to ensure they deliver outstanding results in their respective areas and that team training is up to date and fit for purpose (e.g. COSSH; working at height; manual handling etc)

	12.
	To carry out health & safety risk assessments and report necessary action to Senior Leaders or the Trust. To participate in evacuation procedures in conjunction with other staff.

	13.
	To be available for emergency cover outside of regular working hours, to attend and make safe and arrange for remedial action, including emergency call outs from fire/intruder/other alarms.

	14.
	To manage the organisation and running of the school minibus and arrange the transport of pupils where required. 

	15.
	To attend meetings as required both in school and at external venues as directed including representing the school on the Trust H&S meetings.

	16.
	To participate in training relevant to the role and the Trust performance management processes.



	General Duties:





	· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by the school and the local authority.
· To be a trained first aider and fire marshal
· To maintain Staff and Pupil confidentiality
· To undertake training as appropriate
· To participate in the performance management programme



	General Information and review:
· The job specification details the main outcomes required and should only be updated to reflect major changes that impact on the outcomes for the job.   Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.
· This job description will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post-holder.
· All work performed/duties undertaken must be carried out in accordance with relevant school policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.  
· Post holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


	Signature:
	Date:
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