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Job Description – School Premises Manager 

Children are at the heart of what we do at St Mary’s.  We are a vibrant and popular 
school where children enjoy a rich and diverse range of experiences and achieve 
well in a caring and respectful environment. 

A safe space and premises are pivotal to these experiences. This is why we are 
looking to appoint a School Premises Manager who can maintain and uphold the 
highest possible standards. 

School Premises Manager who can work in this varied role which will include a range 
of different daily and weekly tasks, as directed by the Admin office and Headteacher. 
You will need to be flexible and adapt to the needs of the school and this may 
involve a change in hours at short notice. You will be using the Trust’s computerised 
premises system so will need to have ICT competency.  We are looking for: - A 
school premises manager who is committed to ensure the safety of pupils, 
colleagues within the school, parents and governors - Someone who will promote the 
safeguarding and welfare of all children. - Someone who will undertake any training 
as directed by the Headteacher. - Someone who will take responsibility for the safety 
of the site, alongside the staff of the school. - Someone who will communicate any 
issues with the admin team and/or headteacher to ensure a quick resolution. - 
Somebody who has high expectations of themselves and others. - Someone able to 
communicate effectively with others. 

Job title School Premises Manager 

Reporting to  Headteacher 

Job Purpose To manage the utilisation of the school 
premises and associated facilities for both 
educational and allied uses. To ensure 
cleanliness and maintain the premises in as a 
secure, safe and well-maintained state. 

Main Duties 

  Manages site utilization during times 
facilities are required.  

 Ensures users special requirements are, 
as far as possible, met.  

 Develops a maintenance programme in 
conjunction with the Head for the 
premises and its equipment, arranging 
for repairs to be carried out.   

 Organises plans and procedures for 
emergency situations and liaises with 
emergency services as appropriate. 

 Oversees on-site contractors.  
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 Organises general security and arranges 
for locking and unlocking of all 
premises.  

 Keyholder 

 Organises, develops and participates in 
stand-by rotas for out of hours 
requirements.  

 Carries out checks on fire alarms, 
extinguishers, burglar alarms, residual 
current devices and visual checks of 
electrical fittings.  

 Uses the schools electronic Health and 
Safety programme to log checks. 

 Ensures that access to fire exits and 
equipment are free from obstruction at 
all times.  

 Organises the 
movement/reception/storage of 
furniture, equipment, supplies and 
other goods in a safe manner.  

 Contributes to maintaining records of 
statutory and mandatory checks on 
software provided.  

 Helps in the set-up of school events 
(stages, stalls, furniture etc). 

 Controls access to parking areas on 
special occasions and prevents 
unauthorised parking at all times.  

 Facilitates and monitors the daily 
cleaning of the school, arranging 
variations where necessary.  

 Checks buildings for, and receives 
reports on, routine maintenance 
matters and vandalism, reporting and 
taking appropriate action where 
necessary.  

 Undertakes handyperson duties and 
carries out numerous repairs. Arranges 
specialists to attend as required. 
Ensures replacement of light bulbs, 
tubes, diffusers etc as required. 

 Ensures gutters, gullies, fallpipes and 
drainage systems are free from 
blockages and arranges for cleaning 
where necessary.  

 Ensures footpaths, car parks, 
shrubberies and paved areas are kept 
in a clean and tidy condition.  

 Orders and distributes adequate 
materials/caretaker supplies.  
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 Maintains records of fuel consumption 
and takes appropriate action.  

 Ensures equipment is maintained and 
reports defects.  

 Checks gauges and thermostats 
regularly and makes necessary 
adjustments.  

 Checks boiler house and maintains in a 
clean and tidy condition.  

 Supervises cleaners and arranges 
continuous cover during the school 
session and undertakes related 
administrative processes. 

 Supports with the cleaning duties 
alongside the cleaning team. 

 Attend the school for alarm call outs, in 
liaison with the Headteacher. 

 Completes weekly checks on school 
system Every and logs completed tasks. 

 During adverse weather conditions 
they will ensure access is available for 
members for the school community. 

Knowledge, skills and experience required  Experience of working with the 
community  

 Dexterity  

 Technical knowledge  

 Problem solving skills  

 Communication and interpersonal skills 

 Knowledge of Health and Safety 
relating to schools and COSHH 
regulations 

 Flexible working approach  

 Ability to order equipment and 
materials whilst seeking best value for 
the school  

 Recording skills  

 Ability to carry out handyperson duties 

 Supervisory skills  

 Ability to work with contractors 

 Ability to risk assess and liaise with the 
Headteacher. 

Creativity and Innovation  Problem solving and vision will be part 
of the post holder’s brief. 

 The post holder will also have to use 
initiative in organising time and work 
load effectively as well as sometimes 
managing contractors on site so that 
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the least inconvenience and disruption 
is caused to pupils and staff. 

Decision Making  Day to day decisions in connection with 
main tasks listed.  

 Priorities of workload.  

 When to schedule contractors 

Contracts and Relationships  Head to discuss contracts and workload  

 Contractors on site  

 Staff to organise workload and ensure 
all tasks are completed 

Responsibility for Resources  Equipment to the value of £1000—sole 
responsibility  

 School site—shared with Headteacher 

Work Demands  There will be a need to keep 
contractors meeting deadlines however 
these will not usually be the 
postholder’s deadlines  

 The postholder will attend to 
emergency cleaning duties which could 
result in a change to their current 
workload 

Physical Demands  The post holder will regularly be 
required to climb to heights to conduct 
repairs and to change light bulbs  

 There will also be times when it will be 
necessary to lift heavy pieces of 
furniture and be in awkward postures 

Working Conditions  The postholder will need to spend 
considerable time outside to clean 
gutters, drainpipes and clear drainage 
systems. They will also need to be 
outside in bad weather conditions to 
ensure pathways/driveways are gritted 
and free from obstruction. 

Work Context  There may be some risk from chemicals 
to the postholder as well as bodily 
fluids when dealing with emergency 
cleaning.  

 At risk when attending alarm call out. 
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PERSON SPECIFICATION 

 ESSENTIAL  DESIRABLE 

Training and Qualifications Literacy and numeracy 
sufficient to perform the tasks 
above. 

English and Maths GSCE grade 
c or above 

 

Experience 

 Training or experience, 
in at least one of the 
following: joinery, 
painting/decorating, 
plumbing, electrical, 
COSHEE, etc. 
procedures.  

 Work related 
topics/courses e.g. se 
of ladders, manual 
handling, use of 
cleaning products etc.  

 Experience in basic 
building/site 
maintenance and 
security. 

 

Professional Knowledge and 
skills 

 Basic D.I.Y. skills and 
able to carry out minor 
repairs to buildings 
and equipment.  

 Able to use larger 
equipment such as 
garden mowers, 
polishers, etc.  

 Able to use equipment 
such as small hand 
tools, drills, floor 
cleaners, etc 

 

Personal Attributes  Able to use own 
initiative, meet 
deadlines and make 
decisions in 
emergencies 

 Must be self-
motivated and able to 
work on own initiative  
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 Ability to prioritise and 
deal with multiple on-
going work tasks  

 Ability to deal with 
other staff and pupils 
in a polite and 
courteous manner  

 Willing & able to deal 
with people from a 
variety of backgrounds 
& levels.  

 Willing & able to work 
outside normal hours, 
and be on call for 
emergencies.  

 Willing & able to 
operate hand tools, 
cleaning machinery, 
etc. & carry small 
loads.  

 Willing & able to 
attend training courses 
& obtain relevant 
certificates and 
qualifications for the 
role. 

Safeguarding and GDPR  Understanding of 
responsibilities of the 
Trust and schools in 
ensuring compliance 
with all relevant 
legislation 

 Successful applicants 
will complete their 
Safeguarding and 
GDPR training as part 
of their induction. 

 

   

   

 

 

 

 

 

 



                       St Mary’s Catholic Primary Voluntary Academy 

 

 

 

 

 

 


