ESTATES AND FACILITIES COORDINATOR
The Estates and Facilities Coordinator reports to the Bursar and is responsible for the management, project management and development of the buildings and grounds of the School’s estate including their security, and compliance with Health and Safety requirements. 

This is a new role and applicants should have previous experience of managing buildings/accommodation, grounds and related facilities, a proven record in managing a team, excellent interpersonal skills, a flair for design and strong budgetary management skills.  The role is both administrative and practical, and the successful person will ideally have a relevant professional qualification, a willingness to be ‘hands on’, and the ability to deliver improved efficiency and service.

The Role: 
The role is a key part of the School’s operational and support function,  using best business practice to work efficiently and cost-effectively.  The Estates and Facilities Coordinator will be responsible to the Bursar for the management of the physical security of the School estates and will be responsible for ensuring that the buildings, grounds, facilities and equipment are maintained to a high, safe standard.   He/she will provide a callout system in case of an emergency and as part of efficient and cost effective operation will ensure any projects are costed accurately, well managed, and completed on time and within agreed budgets.  He/she will maintain the smooth daily operation of facilities across the school site including external lettings and events.
Estates:  

· The day to day organisation and management of staff engaged in Estates management, and the management and supervision of any external contractors engaged to provide services. 
· Ensuring the provision of all day to day requirements of facilities or facilities resources, including the direction of and practical involvement with the Maintenance team, to ensure information is filtered, prioritised and performed. 
· The development, management, maintenance and delivery of plans for maintenance, decoration and grounds work including prioritisation of tasks and production of, and subsequent implementation of, a 5 year major maintenance plan for Governors’ approval.

· Drawing up outline specifications for buildings, obtaining tenders and liaison with architects and other professionals on the construction of buildings and facilities and/or alterations or internal and external repairs of existing buildings and facilities. 

· Ensuring correct permissions are obtained for Planning, Listed Buildings, Tree Preservation and Conservation as required for any work to be done on the Estate.

· Being responsible for the installation and maintenance of equipment for the detection, warning protection and escape from fire, and security systems.

· Oversee, and practically assist with as required, the Grounds maintenance to ensure all pitches facilities, drives, parking areas, paths, flower beds, lawns, all outdoor areas including playgrounds are maintained to agreed standards. 

· Oversee, and practically assist with, ensuring the required standards of in maintenance, including high standards of decoration, maintenance and testing of all of the school mechanical engineering systems including heating, lighting and fire alarms and security. 

· In liaison with the Bursar, manage the onsite utilities and contracts i.e. Electricity, water, waste and pest control 

· Facilitating the Scholarships Board update annually and any other sign writing updates.

Transport 

· Ensuring the maintenance, security and safe operation of the School’s minibuses.

· Ensuring compliance with transport regulations with regards to the operation and driving of minibuses and cars on school business and licenses and authorisation of drivers and maintenance of all required documentation and servicing for vehicles. 
· Overseeing the compilation of the Transport programme by the Bursar’s Assistant. 
· Ensure the Travel Plan is current at all times and administer the minibus service provision in accordance with the Travel Plan, administer and monitor parking on the school site and deal with parking enquiries and liaise with the relevant authorities as required.  Chair the Travel Plan Committee meetings.
Security

· Advising on and taking the appropriate security measures (practical and otherwise) within the School, to protect both physical assets and the School’s pupils and staff including the management of the CCTV and biometrics systems.

Lettings 

· Administering and managing the letting of School facilities, including summer lettings to visiting choirs. Ensuring that the facilities are clean and maintained and ready for lets and that a full introduction and exit from the facilities is undertaken.

· Informing the Bursar of any invoicing that needs to be done in connection with lettings and liaising with the Bursar for agreement of charges and availability of the premises before bookings are agreed.

Health and Safety  

· The effective coordination  of Health and Safety throughout the School to ensure compliance with the Health and Safety at Work Act, fire safety legislation and the School’s Health and Safety policy and procedures for the safety of all pupils, staff, contractors and visitors to the School 

· The annual review of the School’s Health and Safety policy 

· All staff receiving appropriate Health and Safety training and having the necessary qualifications to perform their roles 

· Maintaining the Health and Safety Log and all other relevant documentation, including managing and reviewing the School’s buildings and risk assessments and notifying individuals to ensure risk assessments are updated in accordance with review procedures

· Producing, maintaining and reviewing, in conjunction with the Bursar, the schools Business Continuity Plan and Safe Working procedures. 

· Ensuring Health and Safety records (e.g. certificates of electrical safety, engineering inspections, asbestos registers etc.) are up to date at all times.

· Ensuring the weekly and termly health and safety checks (e.g. fire drills, fire call point test, legionella etc.) are carried out by the Maintenance Team in a timely manner and that all equipment is in date for checks 

· Ensuring all tree work, as required for Health & Safety reasons, is undertaken throughout the Estate on a timely basis. 

· Monitoring accident reports, obtaining incident reports, undertaking investigations and reporting as required to the Bursar for insurance requirements or claims. 
· Acting as the Secretary to the Governors’ Health and Safety Committee.

· Maintenance of the Health and Safety Log and carrying out risk assessments where appropriate and monitor all departments to ensure risk assessments are carried out and reviewed and advising and monitoring staff risk assessments for out of school activities.
· Monitoring, evaluating and reviewing Health and Safety legislation and ensuring the School has systems, processes and practices in place to meet all legal and best practice requirements, taking professional advice as required and ensuring that an annual audit for Health and Safety takes place and all points are addressed.

Housekeeping and Catering 

Responsible for overseeing the operational service provision of cleaning, laundry and housekeeping services.  The Bursar is responsible for the oversight of the catering contract in the School liaising with contractor’s staff as necessary for the efficient and economical operation of catering within the School but the Estates and Facilities Manager will assist in this role and will also:
· Assist the Bursar in ensuring the highest standard of catering possible is provided to all pupils and staff.  Ensure that all kitchens, catering equipment and other catering infrastructure are well maintained and comply, at all times, with Health and Safety and Hygiene regulations.

· The organisation, management and supervision of any external contractors engaged to provide catering equipment repairs or cleaning.

· The organisation, management and supervision of any external contractors engaged to provide cleaning and housekeeping services.

· Ensuring the highest standard of housekeeping facilities and cleanliness is provided to all pupils and staff in accordance with appropriate legislation and other regulatory requirements.

· The organisation and management of staff engaged in housekeeping and cleaning services.

General

· To report to Head Master on all building and grounds related matters, including at least weekly formal contact with the Bursar in regard to updates on the facilities and estates and financial planning, budgets and Management Accounts.
· To attend and participate in the weekly school diary meeting and action requirements accordingly. 

· To accurately prepare, monitor and control the Estate and Housekeeping Departments Budgets including projects. 

· To build and maintain trusted, supportive and professional relationships, creating a department that has a strong focus on excellence, delivery within budgets and value for money. 

· Enhance the existing performance management structure to establish a clear focus on effective staff appraisals, with a commitment to support professional and personal development. 

· Report as required to the Finance and General Purposes Committee meetings, with presentations covering all plans and projects currently being undertaken, or planned, with particular emphasis on budget against expenditure for discussions and review. 

· Obtain approval from the Bursar for purchases and contracts that exceed agreed limit - currently £500.00 (for the avoidance of any doubt, the limit applies to the whole life-cost of any long term contract i.e. a contract that extends beyond a single school financial year) 

In respect of each of the core areas of grounds and building maintenance and Housekeeping: 

· Ensure that there is an appropriate staffing plan 

· Ensure that the right people are in the right roles 

· Ensure that there is a robust staff development plan and that staff are getting the right training and support 

· Work to develop good motivation, morale and team spirit 

· Ensure each team / area is properly equipped and resourced – not just with the right equipment and materials but also the right tools to support good planning and organisation 

· Ensure that each team / area is well organised 

· Develop both a long term strategic plan and a regular annual plan for each area 

The Estates and Facilities Coordinator will have a close working relationship with the Bursar, their team and all staff and you will be expected to fit in and engage with the wider school community.  The Estates and Facilities Manager will be required to work diarised school events when they fall at weekends (e.g. sports day) and respond appropriately to emergencies or urgent issues as they arise including call outs at weekends and evenings and will also deputise for the Bursar if required.

Training may be required from time to time, such training may be residential, the cost of such training and reasonable expenses must be approved in advance by the Bursar 
The paragraphs above describe the new role as far as it can be determined, but the selected candidate must be willing to be flexible and to recognise that the list of duties is not necessarily exhaustive.  

Person Specification:

· Evidence of intellectual ability to analyse and evaluate complex issues to provide appropriate solutions.

· Relevant professional qualification in building and facilities, or equivalent experience and evidence of continuing professional development.

· Ideally the applicant will have previous experience of working in a similar role within a school or college.

· Have a track record of successful leadership combined with excellent project management skills and a proven track record of managing change.

· Evidence of practical ability in the maintenance of buildings and facilities.

· The ability to drive the school minibuses would be advantageous, but not essential.

· Clear commitment to working as a team player at various levels.

· Experience of confronting issues and taking difficult decisions particularly in relation to staffing and non-staffing matters.

· Experience of building effective strategic relationships with suppliers and advisors.

· Working knowledge of operational risk management and Health and Safety practices and relevant legislation.
· A willingness to “roll up his/her sleeves” to tactile practical tasks when necessary. 
· ICT literate (e.g. Excel, Word).

Conditions of Employment

· Case studies

Salary:

Facilities management consultant: Babajide Ogunniyi
The initial salary for the Estates/Facilities Manager will be negotiable and will 

                       range from £28,000. 
Hours:
This is a full time post and the post holder will be expected to work such hours as may be reasonably required of them, or as may be necessary for the proper and efficient performance of their duties.  Core hours will be 0830 to 1700 Monday to Friday but out of hours work demands including emergency call outs, some weekends and participation in a site rota for Christmas holiday facility checks will be required.

Holidays:
25 days per year, plus Bank Holidays and additional concessionary days for call outs at weekends.  Any holiday must be deconflicted with the Bursar and Assistant Caretaker.

Fee 

The post holder will be eligible for a staff discount on school fees for their Discount:
children attending the school, subject to the usual standards and procedures 
                       for admission.

Pension:  
The post holder would be entitled to the employer making contributions up to 4% of the employees salary to a pension scheme of their choice to match the contribution made by the employee.

DBS:
The appointment is subject to satisfactory DBS clearance and employment references.

A Disclosure from the Disclosure and Barring Service will be requested in the event of a successful application.  The Prebendal School follows the Code of Practice issued by the DBS, a copy of which is available on request.  A criminal record will not necessarily be a bar to obtaining a position. The Prebendal School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
This job description is not intended to be all embracing and the post is expected to evolve commensurate with training and experience.  If the job is offered a draft contract of employment including salary and leave terms, and a full job description, will be provided for agreement.
