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Post: Premises Officer 

Job Description including Main Duties and Responsibilities 
 

Salary    SO1 (Spine Point 23 – 25) 
FTE Salary £40,404 to £41,637 (pro rata) 

Contract    Fixed term (February 2026 to August 2026)  
Working Hours  14 hours per week (0.4)  
    Start and finish times to be agreed with the Headteacher 
Responsible to   Headteacher and School Business Manager 
Application deadline  TBC    
                             
Purpose of Job 

• To be responsible for the security, maintenance, heating and ventilation, Health and 
Safety and other general site services within in the school's establishments in order 
to ensure an optimum learning environment at all times.  

• To provide access to the site and monitor and report on the performance of contractors 
supplying goods and carrying out services at the school's establishments.  

• To perform duties which ensure the effective day to day running and upkeep of the fabric of the 
school's establishment, ensuring high standards of health, safety and security of pupils, staff and 
members of the public.  

Main Responsibilities 
• To be responsible for maintenance and upkeep of all buildings, grounds, equipment, fixtures and 

fittings within the school. To carry out specified minor maintenance work with appropriate 
training, tools and equipment. To undertake repairs, maintenance and decorating of premises, 
fixtures and fittings as required.  

• To liaise with the Headteacher and the School Business Manager (to ensure affordability), staff 
in the School and Education Department and external agencies on all aspects of maintenance.  

• To be responsible for ensuring the safe operation of all mechanical, electrical and other 
potentially hazardous equipment, fixtures, substances and materials within the establishment. 
Ensuring the maintenance of Fire, First Aid and other emergency equipment, 
keeping accurate records in accordance with Health and Safety legislation.  
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• To supervise work of: Staff, casual and/or temporary staff and contract workers, including 
premises/cleaning to ensure maximum quality and value for money.  

• To regularly monitor the cleaning of the premises as determined both by the contract and by the 
standards set by the client monitoring procedures. Expectations at Elm Wood Primary School are 
extremely high and must be maintained at all times.  

• Monitoring of grounds and building maintenance contracts and other tendered out services 
as determined by both the contract and the standards set by the client monitoring procedures.  

• Carrying out cleaning tasks not specified in the contract and to undertake major cleaning 
jobs required. To ensure that furniture and equipment is moved to allow the cleaning contractor 
to carry out (holiday) deep cleaning as scheduled.  

• To develop and maintain appropriate manual records for maintenance and repairs, energy 
consumption, contents of the buildings ordering of stock and equipment including deliveries, 
Health and Safety and Security. To maintain and regularly update a furniture/ 
equipment/supplies inventory and to replace furniture, fixtures and fittings as required.  

• To maintain an overview of the maintenance requirements of the site through periodic and 
planned inspections and to carry out regular maintenance and adjustments as necessary. To 
report all defects in respect of electrical and gas supplies, heating and ventilation plant 
equipment.  

• To assist with carrying out regular checks and maintenance on all firefighting equipment, 
rectifying defects as necessary.  

• To maintain appropriate and comprehensive records in support of all the areas of accountability 
set out in this job description (e.g. maintenance repairs Health and Safety incidents, security 
etc.). To provide regular oral and written reports to the School Business Manager, Head teacher 
and Governors as requested.  

• To supervise lettings when required and ensure that the school's facilities are not abused and 
are left in an appropriate state of cleanliness at the end of the letting period. To be responsible 
for setting out rooms according to users requirements as specified in the school’s Lettings 
procedures.  

• Under direction of the Senior Leadership Team, to take all reasonable steps to maximise the 
safety of all users of the school. To be responsible for the overall security arrangements of the 
premises, including ensuring that staff are aware of the Authority's and School's procedures on 
security.  

• To oversee car-parking arrangements and to be responsible for frontline security of the building. 
To ensure access to the school by contractors and other authorised personnel. To take delivery 
of all supplies and services provided to the site when directed.  

• To act as key holder for the School where required ensuring as far as is practicable, that the 
security of the site is maintained at all times. To advise the Senior Team and/or 
other appropriate authorities (e.g. the Police), where any security breaches occur and to make 
recommendations for improvement and or prevention as and where necessary.  



 
 

   
 

• To ensure, as far as is practicable, that appropriate Health & Safety procedures are observed by 
everyone who works at of visits the school site. To report and breaches of Health & Safety to the 
Senior Team. To provide advice and guidance to users of the site as required.  

• To actively promote good relationships with parents and the local community.  

• To undertake banking at the direction of the Headteacher and/or the School Business Manager.  

• To carry out specified minor maintenance work with appropriate training, tools and equipment 
(e.g. weeding, planting, cutting the grass, watering, pruning, applying insecticides 
as appropriate, fixing up display boards and decoration of classrooms)  

• To provide assistance with the setting up of rooms and hall equipment etc. as requested.  

• To implement the Council/School's Equality Policy fully and to work actively to overcome and to 
prevent discrimination on grounds of race, sex, disability, sexuality or status in any part of the 
Council's services.  

• To carry out such other duties as maybe required to meet the needs of the school.  

Personal Specification 
(E) Essential Criteria & (D) Desirable Criteria 
Qualifications and Experience 
o Literacy and numeracy sufficient to perform the tasks above and below (E) 
o English and Maths GSCE grade c or above (D) 
o Hold recognised training/qualifications associated with premises management (D) 
o Experience or skills in a trade (D) 
o he ability to understand and apply regulations such as health & safety, manual handling, COSHE, 

Legionella etc (D) 
o The ability to operate and understand electrical/mechanical systems (D) 
o Risk Assessment experience/qualification (D) 
o Competent at basic building repairs and maintenance (D) 
o To be able to use small industrial, electrical and mechanical equipment (D) 
 
Skills and knowledge  
o Ability to perform the physical tasks required by the post including lifting, carrying and pushing 

various equipment to undertake the duties of the post (E) 
o Good communication skills (E) 
o Excellent numeracy and literacy skills (E) 
o Good IT skills (E) 
o Sound planning and negotiating skills (E) 
o Ability to manage own time effectively and demonstrate initiative including establishing 

priorities (E) 
o Ability to prioritise and manage workflow whilst maintaining a flexible approach to respond to 

urgent requests  
o Display a conscientious and logical approach to the variety of tasks necessary for the smooth 

running of the school (E) 
o Ability to manage people directly and indirectly (E) 



 
 

   
 

o Ability to be flexible and work as part of a team or individually as required (E) 
o Ability to demonstrate an understanding of children (E) 
o Ability to contribute to the life of the school (E) 
o Ability to comply with Health & Safety regulations to ensure that all duties are carried out safely 

(E) 
 
Personal qualities  
o Commitment to promoting the ethos and values of the school and getting the best outcomes for 

all pupils (E) 
o Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, 

financial probity and reputation of the school (E) 
o Ability to work under pressure and prioritise effectively (E) 
o Commitment to maintaining confidentiality at all times (E) 
o Commitment to safeguarding and equality (E) 
o Embraces change well (D) 
o Deals with difficult situations effectively (E) 

 

Safeguarding 
 
o To have a due regard for safeguarding and promoting the welfare of children and young people 

and to follow all associated child protection and safeguarding policies as adopted by the school 
and Local Authority 

o To ensure the completion of the School’s Single Central Record 
 
Equal Opportunities  
You are required to: 
o  Implement the Council’s Equal Opportunities Policy and work actively to overcome discrimination 

on the grounds of race, gender, disability, sexuality or status in the Council’s service. 
o  Take responsibility, appropriate to the post for tackling unlawful discrimination amongst all 

groups in line with the Equalities Act 2010. 
 

Data Protection 
 
o When working with computerised systems to be completely aware of responsibilities at all 

times under the Data Protection Act 2018 for the security, accuracy, and significance of 
personal data held on such systems.  
 

The duties of the job description may be reviewed and subject to amendment annually in 
consultation with the jobholder.  This is to ensure that the role continues to change in line with the 
needs of the school.  The job description is not a comprehensive statement of procedures and tasks, 
but sets out the main expectations of the school in relation to the post-holder’s responsibilities and 
duties.’ 
 

Signature 
 
Name of Post holder: ………………………………………………………… 



 
 

   
 

 
Signed: ……………………………………………….. 

 
Date: ……………………… 
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