
 

 

 

 

   

 

Estates Manager – Job Description 

Reports to: Chief Operations Officer / Operations Manager 

Pay scale: Scale 11-12, Points 38 to 48 

 

Job Purpose  

• To provide a comprehensive Estates and Premises management function across the Trust, 
ensuring an effective and efficient service for all pupils, staff and stakeholders to provide a safe, 
clean and compliant environment, working within budgets set. 

• To lead and develop the Premises and Catering teams, ensuring the Trust has an effective, 
engaged and high performing team with the right skills and experience to deliver a high quality 
premises and estates management service. 

• To have overall responsibility for ensuring statutory compliance in all Estates related matters. 
 
 
Key Responsibilities  
 

Premises Management 
• In liaison with the CEO, COO and Senior Leaders, to plan and manage the effective management of 

the Trust’s sites, grounds and buildings and their security, maximising use of the Estate to deliver the 
Trust’s vision. 

• To lead on compiling and implementing a Premises Plan for each site, including energy conservation, 
redecoration schedules, replacement programmes for furniture and equipment in line with the Trust 
Estates Strategy Plan.   

• To manage Finance Cost Centres for all Premises expenditure within budgets set, obtaining best 
value on procurement in accordance with Trust financial control systems and procedures. 

• To liaise with the CEO and COO to plan works programmes, agree budget priorities and prepare 
maintenance and capital expenditure plans, then ensure activities are completed on schedule and 
within budget, so that the environment is safe, comfortable and fully functional. 

• To oversee the day-to-day work on Trust sites and ensuring Site Managers are liaising with all 
contractors to deal with any issues arising. To certify that work has been satisfactorily completed, 
then authorise payment of invoices. 

• To identify, negotiate, manage and review procurement or contract renewals in relation to estate and 
facilities in line with Trust financial policies and procedures. Lead on the preparation of contract 
specifications and development of service contracts. 

• To be responsible for securing appropriate licences, warranties and insurances, as required. 
• Ensure audits of ICT equipment held at each site are in place, included in asset registers. 
• To oversee the Catering service across the Trust, ensuring good quality meals provided each day for 

pupils at all schools within Catering budgets.    
• To monitor and evaluate the condition and cleanliness of Trust buildings and grounds, working with 

Site Managers and contracted service providers to ensure consistent standards are maintained. 
• To be responsible for providing any Premises related pre-conversion due diligence for any new 

schools joining the Trust. 
• To be responsible for ensuring Risk Assessments are in place for all appropriate activities relating to 

Estates and ensuring regular periodic reviews are undertaken with the risk assessments updated. 
• To advise the CEO and provide reports for Trustee and Governor meetings on matters relating to 

Estates, Health and Safety and Capital expenditure. 
 
 
 

 



   

 

   

 

Staff Management 
• To line manage all Site Managers and Catering Managers, supporting them in their line management 

of Site Assistants, Cleaners and Catering Assistants. This includes carrying out long-term resource 
planning and managing recruitment, appraisal, professional development and succession planning to 
ensure all vacancies are filled.  

• To plan, manage and arrange staff development and training for staff as appropriate, including Food 
Hygiene, Fire Marshall, First Aid, Legionella testing, etc., ensuring training is always up to date. 

• To monitor work routines of staff, ensuring consistently high standards of hygiene, cleanliness, 
upkeep and safety of all buildings and premises. Working procedures and standards must be fully 
compliant with Trust policies and all regulations. 

• To ensure work/inspection and testing schedules, including risk assessments, are in place with 
standard operating procedures for all maintenance works, inspection and testing of plant, equipment, 
tools, facilities, vehicles, etc., with compliance paperwork kept secure and up to date. 

• Manage systems of staffing cover for staff absence, lettings and other community use of sites. 
• To cover for Site Managers if required to ensure academies and Trust buildings are opened and 

secured as necessary and to act as emergency ‘call-out’ in event of break-in or other urgent incident. 
 
 
Health and Safety 

• To be responsible for managing all aspects of Premises related health and safety matters within the 
Trust including risk assessments, fire safety and emergency planning.  

• To advise the CEO and COO on the development and review of Estates policies and procedures, 
including the Trust’s Health & Safety Policy and Estates Management Policy. 

• To develop, maintain and monitor a Trust wide Planned Premises Maintenance Schedule to 
implement consistent systems to ensure compliance with Health and Safety regulations and best 
practice across the Trust. 

• To ensure all fire and security systems are regularly maintained and tested, appropriate records kept 
and all related policies and procedures reviewed and updated. 

• To liaise with the Trust’s Health & Safety Consultant and provide updates to CEO, Trustees, staff and 
Governors on changes to regulations and procedures. 
 
 
Capital Projects 

• Prepare Capital Funding Bids to address key building priorities and expansion plans of the Trust. 
• Oversee all matters related to development, funding and management of capital works on the 

academies’ sites, including submission of planning applications and compliance with building 
regulations, in liaison with contractors, architects and design teams. 

• Manage delivery of all projects, including tendering and appointment of contractors, taking 
responsibility for the temporary realignment of service provision while works are in progress. 

• Acquire and dispose of land and buildings as authorised by the Trust in line with the Academies 
Financial Handbook and ESFA requirements.  

 
 

General   
• Participate in the performance and development review process, taking personal responsibility for 

identification of learning, development and training opportunities, in discussion with line manager.  
• Comply with individual responsibilities, in accordance with the role, for health and safety in the 

workplace.  
• Ensure that all duties and services provided are in accordance with the Trust’s Equal Opportunities 

Policy.   
• Share in the School’s commitment to safeguarding and promoting the welfare of children, including 

understanding and adhering to the Safeguarding and Child Protection Policy.  
• The duties above are neither exclusive nor exhaustive and the post holder may be required by the 

CEO or COO to carry out other appropriate duties within the context of the job, skills and grade. 
   
  

 
  



   

 

   

 

Estates Manager – Person Specification 
 

Specification  Requirement   Example  

Qualifications & 

Experience  

Specific qualifications 

and experience  

Successful experience of Estates management role in an education 
environment 
Educated to NVQ Level 2 or equivalent with GSCEs in Maths and 

English 

Health & Safety in the Workplace qualification would be beneficial 

Knowledge of relevant 

policies and procedures  

Working knowledge of general school policies and procedures 

Knowledge of Health & Safety law 

Working knowledge of Health & Safety policy and procedures  

Literacy  Good reading and writing skills  

Numeracy  Ability to count and undertake complex calculations  

Technology  ICT literate 

Ability to use spreadsheets, databases and other ICT applications  

Communication  

  

  

  

Written  Ability to complete detailed reports, forms and letters and provide 

financial reports 

Verbal  Ability to exchange verbal information clearly and sensitively with 

children and adults  

Languages  Overcome communication barriers with children and adults and 

support others 

Negotiation  Ability to consult with colleagues in an effective way 

Working with 

Children  

Behaviour Management   Understand and implement the school’s behaviour management 

policy  

SEN  Good understanding and support of the differences in children and 

adults and ability to respond appropriately in relation to the role  

Curriculum  Good understanding of the learning experience provided by the 

school in relation to the role 

Child Development  Good understanding of the way in which children develop in relation 

to the role 

Health & Wellbeing  Understanding of the importance of physical and emotional wellbeing  
Ability to support children who may be unwell  

Working with 

Others  

Working with Partners  Good understanding of the role of others working in and with the 

school  

Relationships  Ability to establish rapport and respectful and trusting relationships 

with children, their families, carers and other adults  

Team Work  Ability to work effectively with other adults in the school  

Ability to work on own initiative 

Information  Ability to provide timely and accurate information  

Responsibilities  Organisational Skills  Good organisational skills  

Ability to work accurately and with attention to detail  

Line Management Ability to lead and motivate a team in a positive and successful way 

and build a successful team 

Time Management  Ability to manage own time effectively  

Creativity  Ability to follow instructions effectively 

General  Equalities  Demonstrate a commitment to equality  

Health & Safety  Good understanding of Health & Safety  

Child Protection  Understand and implement child protection procedures  

Confidentiality & Data 

Protection  

Good understanding of procedures and legislation relating to 

confidentiality  

CPD  Demonstrate a clear commitment to develop and learn in the role 



   

 

   

 

Ability to effectively evaluate own performance and share knowledge 

with others  

             

 Signed .......................................................................... Date

 ............................................................         
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