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JOB DESCRIPTION
PREMISES OFFICER



Main purpose of role
· To ensure that the whole school environment is improved and then maintained to a good and acceptable level for the full range of school activities.

· To oversee and monitor all maintenance work carried out at the site and to liaise with contractors as necessary.

· To ensure that there is adequate and effective security of the school and its property.

· The Premises Manager will work with others to ensure optimum use of the school site.

Duties

Building, Maintenance and Management
· To organise, manage and participate in maintenance duties to ensure that the general upkeep and maintenance of the premises is good.  This is to include the following :

· Replace and / or repair window and door furniture and fittings

· Adjust, repair, replace and maintain all door closures and hinges

· Repair furniture, fixtures and fittings as required

· Repair or replace locks as necessary

· Make good damaged wall surfaces

· Touch up and make good paintwork as required

· Minor plumbing maintenance and repair work

· Cleaning including clearing spillages/blocked toilets/vomit

· To organise, manage and participate in decoration programmes as agreed with the School Business Manager

· To organise, manage and participate in minor improvement work, as agreed with the School Business Manager

· To ensure that either directly or by negotiation with contractors, urgent minor repairs to the school buildings are undertaken.

· To be responsible for making appropriate arrangements for dealing with emergencies which occur outside normal hours.

· To liaise with contractors and to monitor the contract work and progress under the direction of the School Business Manager

· To assist in the operation of a preventative planned maintenance programme for the routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for minor work or repairs required to be carried out to maintain safe and satisfactory conditions.

· To be responsible for overseeing and monitoring the effective and efficient operation of the heating and boiler systems and to maintain the appropriate records and advise the School Business Manager on matters relating to energy control and conservation.
· To maintain weekly records of services consumption, eg. Water, electricity and gas.

· To carry out fire alarm and emergency lighting test and record keeping of same as instructed by the School Business Manager and to maintain the appropriate records.

· To arrange and oversee all service inspection regimes for all plant and equipment owned and maintained by the School and to keep records for inspection as requested by the School Business Manager
Caretaking and Cleaning
· To ensure the maintenance of a good premises and caretaking service at all times especially when the school is in use.

· To assist with ensuring that good levels of cleanliness and hygiene are maintained with regard to buildings, external walkways, drives, playgrounds, gullies, car parks, playing fields and gardens and ensure that all graffiti is removed promptly.

· To ensure that the external environment of the school is kept free of litter and weeds, etc. and that pathways are gritted or salted when required during wintry conditions.

· To be responsible for the organisation and movement of furniture and equipment within the premises and school grounds.

· To be responsible for ensuring the satisfactory receipt, distribution, collection and despatch of goods in liaison with the School Business Manager

· To ensure the responsible operation, care and maintenance of all equipment and tools associated with caretaking maintenance work and cleaning, and to ensure that proper safety standards and requirements are applied.

· To carry out cleaning duties that are not provided by contracted cleaning services.
Security
· To ensure good security of buildings and premises at all times and to comply with any special security requirements as laid down from time to time by the Head Teacher/School Business Manager.  NB.  When other staff have free access to the premises the Head Teacher shall lay down reasonable rules for observance by such persons for the security of the premises.

· To maintain securely a full set of school keys, to operate and update the school key register system.
· To recommend to the School Business Manager any suitable and appropriate improvements to the security of the premises and to report any breaches of security.

Health and Safety
· To undertake safety audits for the premises including Risk Assessments as required by the School Business Manager.

· To ensure that all relevant Health and Safety rules and regulations (including the WSCC Code of Safe Working Practice for Caretaking Staff) are complied with by all staff under the Premises Manager’s control.

· To report the contravention of Health and Safety Regulations by contractors working on site that could be detrimental to health, safety and well-being of pupils, staff and visitors.

· To oversee and monitor the programme of electrical testing of portable electrical appliances and to maintain the appropriate records.

School Activity Programmes
· To assist with the operation of schools lettings system and the use of the school by the local community.

· To assist in the preparation of the premises for school events, reception of visitors, car parking, etc.

· To liaise with the school meals service contractors in relation to their use of the site and provision of their service.
Gardens and Grounds Maintenance

· To liaise with the grounds maintenance contractors to ensure the premises are maintained to the required standard.

· To organise and manage the maintenance of the school grounds, gardens and flower beds not covered by the grounds maintenance contract.

General
· To maintain all relevant logs, records and information as required by the School Business Manager.

· To attend meetings and training courses as appropriate in order to carry out his / her own duties.
· To liaise with the School Business Manager and instigate new systems and methods of working when required.

· To undertake such other duties appropriate to the post as may from time to time be required to ensure the smooth and efficient running of the school as directed by the School Business Manager/ Head Teacher.

· Monitor quality and performance of contract cleaning services and external grounds maintenance and their performance and regularly report to School Business Manager
Conditions of Service

Hours of Duty :
The times will be Monday to Friday (no break). (NB.  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 successful candidate being on call as required.

Annual Leave :
As set out in the contract of employment.  Annual Leave may be taken after prior consent and agreement of the School Business Manager has been given.

Driving Licence :

The post holder will be required to have a full and current clean driving licence.

Confidentiality :.

Any information obtained during the course of your duties is totally confidential whether this appertains to school organisation, staff, parents or individual children.


