
 

 

CLP Facilities and Estates Manager 

Job Description 

Job Title:  Facilities and Estates Manager 

Salary: Band 6, Point 44 to Point 50 (£40,760 to £51,884). Starting point will be 

dependent on previous relevant experience  

Reporting to:   Headteachers, Chief Financial Officer, Chief Executive and Board of Trustees 

Responsible for:  Line Management of all Premises/Site Managers and, in schools where there 

are no Premises/Site Managers, all premises staff  

Job Purpose: To lead and manage all the Facilities Management functions across the trust 

 To ensure there is a consistent and highly effective approach to Health and 

Safety across the trust 

 To ensure that there is a planned programme of maintenance and 

development of facilities across the trust 

 To ensure the trust complies with all statutory aspects of health and safety 

law, adopting a principle of ‘best practice’   

 

Part One: Leadership 

 As the designated ‘competent person’ for health and safety, to ensure that the relevant 

legislation and good practices are continually observed across the trust.  

 To develop and implement policies, procedures and processes concerning Health and Safety 

(including risk/emergency management).  

 To promote and monitor safe working practices within the MAT and to provide regular 

reports to the CFO, CEO and The Board of Trustees.  

 Working with Premises/Site Managers, to contribute to the implementation of the trust’s 

estates strategy with specific responsibility for the management of a rolling programme of 

maintenance, redecoration, furniture renewal and relocation of subjects/functional areas. 

 Working with Premises/Site Managers, ensure that regular checks of buildings, grounds, 

furniture, fittings are undertaken and to take appropriate action, which will include advising 



CFO, CEO and trustees on technical issues and those issues with a financial and budgetary 

implication.  

 To obtain, when necessary, financial estimates relating to necessary work and advise staff 

accordingly.  

 Working with Premises/Site Managers, to have oversight of staffing and security 

arrangements concerning lettings and events on sites.  

 To ensure the security of the trust’s resources and accommodation including the operation 

of fire, smoke and intruder alarms, emergency key holder responsibilities and risk 

management. 

 To take the lead in developing our estates strategy to ensure that School Condition 

Allocation funds and all other capital funds are allocated according to need.  

 Support Premises/Site Managers in dealing with any issues relating to cleaning or any other 

contract relating to the estates or facilities in the MAT  

 To maintain an asset inventory (excluding IT equipment) across the MAT.  

 To be the trust lead person coordinating major projects liaising with advisors, bid writers and 

contractors. 

 To submit Condition Improvement Fund Bids (CIF) where appropriate 

 To develop and manage a short, medium and long term programme of repairs and 

maintenance of the buildings and site facilities.  

 To regularly visit all of the estates in the trust and line manage the relevant Premises/Site 

Managers or support the relevant school staff in managing site/premises staff in schools 

where there is no Premises/Site Manager provision 

 

Part Two: Compliance 

 To ensure all of the trust’s estates are compliant with all health and safety legislation. In 

particular, to ensure that the trust meets all obligations in relation to first aid provision 

asbestos management, legionella and fire. 

 To actively monitor developments and changes in legislation in respect of health and safety 

requirements and advise on appropriate action as required. 

 Ensuring that all of the trust’s estates have policies and registers in place to ensure that all 

risks are managed effectively and in line with statutory requirements 

 To ensure that there is an efficient accident reporting and incident management system in 

place across the trust and reporting trends/analysis to the CFO/CEO and Trustees 

 To ensure the effective operation of quality control systems in the areas of specific 

responsibility across the trust.  

 Working with Premises/Site Managers, ensure that site works/services, including cleaning 

undertaken on behalf of the trust meet the necessary quality standards and performance 

criteria and support these staff to seek modification, improvement or redress where 

required. 

 To collect, monitor and evaluate the areas of specific responsibility against quality standards 

and performance indicators and implement modifications and improvements as required.  

 Liaise with the trust’s Health and Safety Advisors to ensure all of the above is met 

 

 



Part Three: Risk Management 

 To ensure that there are effective risk assessments in place in all of the trust’s schools and 

offices 

 To support Premises/Site staff across the trust in compiling risk assessments for their specific 

locations 

 To monitor all accidents, incidents and ‘near misses’ to determine trends and take action if 

necessary 

 To maintain, keep up to date and regularly review the relevant sections of the trust’s online 

Risk Management tool 

 

Part Four: Resource Management 

 To manage the available resources of staff, space, budgets and equipment efficiently and in 

accordance with the MAT's Financial Regulations and other policies as appropriate.  

 To ensure that best practice in energy conservation in the use of heating, light, water etc. is 

developed and maintained.  

 To purchase resources in accordance with MAT policies/procedures.  

 To effectively manage the use of the any Academy's accommodation outside of normal 

Academy requirements and actively promote income generation and community use 

through the individual Academy's lettings scheme.  

 

Part Five: Other Duties 

 To be available, at designated times, for emergency call outs (if required) to the trust’s 

estates 

 To attend Local Governing Body and Board of Trustee Meetings as required 

 

Please also note that, due to the geographical locations of all of the trust’s estates, it is a pre-

requisite of this job that the successful candidate is not banned from driving and has access to their 

own car. Mileage will be able to be claimed in line with the trust’s Financial Regulations. 

These duties may be varied to meet the changing demands of the trust at the reasonable discretion 

of the Chief Executive Officer. This job description does not form part of the conditions of 

employment —it describes the way in which the post holder is expected and required to perform. 

 

 

 

 

 

 

 



 

Person Specification: Facilities and Estates Manager 

 

 Section One: Qualifications and Experience 

1.1  At least 5 GCSEs (or 
equivalent) including English 
and Maths 

Essential 

1.2  A good record working in 
facilities or building 
management in the public or 
private sector 

Essential 

1.3  Experience in some of the 
following areas: project 
management, strategic 
planning, risk management, 
buildings or facilities 
management  

Essential 

1.4 Recognised Health and Safety 
Qualifications (i.e. NEBOSH) 

Desirable 

1.5 Experience of working in 
educational establishment  

Desirable 

 

Section Two: Knowledge, Skills and Abilities 

2.1  Knowledge of project 
management techniques and 
tools 

Essential 

2.2  Knowledge of Health and 
Safety law and related working 
practices  

Essential 

2.3 Experience of complex building 
projects 

Essential 

2.4 Knowledge and understanding 
of current legislation relating 
to best practices for the 
implementation of an effective 
Health and Safety programme 

Desirable 

2.5 Appropriate training and a 
willingness to continue 
training to manage the key 
areas and tasks outlined in the 
job description  

Essential 

2.6  A thorough understanding of 
procurement processes 

Essential 

2.7 Proven, excellent 
interpersonal relationship 
skills and the ability to 
communicate effectively and 

Essential  



sensitively with all 
stakeholders  

2.8 Experience of budget setting, 
budget monitoring and dealing 
with a large, complex budget 

Essential  

2.9 Outstanding IT skills, including 
an ability to use a number of 
key platforms (Finance 
software, Microsoft office 365 
etc.) 

Essential 

2.10 Experience of writing and 
submitting bids 

Desirable 

2.11  Experience of leading large, 
complex teams 

Essential 

2.12  Excellent administrative skills 
and an ability to manage your 
own time effectively and 
efficiently  

Essential 
 
 

 

Section Three: Personal attributes and Qualities 

3.1 Clear values which are 
consistent with the trust’s 
vision and values 

Essential 

3.2  Ability to engage in 
cooperative working to help 
the team achieve its goals  

Essential 

3.3  Ability to filter, judge and act 
decisively  

Essential 

3.4  Ability to operate effectively 
when working under pressure  

Essential 

3.5  The ability to motivate and 
inspire colleagues 

Essential 

3.6 Ability to perform the physical 
tasks required by the post, 
including lifting, carrying and 
pushing various equipment to 
undertake the duties of the 
post as required 

Essential 

3.7 Ability to develop strong 
professional relationships with 
all stakeholders 

Essential 

3.8  Excellent punctuality and 
attendance record  

Essential  

3.9  A firm commitment to and 
ability to adhere to the trust’s 
race equality and cultural 
diversity policy and our equal 
opportunities policy in all 
aspects of the post  

Essential 



3.10 Have the highest levels of 
integrity 

Essential 

3.11 Ability to work well on your 
own initiative or as part of a 
collaborative team effort. 

Essential 

3.12 Have access to your own car 
and be able to drive on a very 
frequent basis to the various 
sites in the trust 

Essential 

 

 

 

 

 

 

 

 

 


