
Role Profile – Deputy Head of Estates  
 
New Hall School is seeking to appoint a Deputy Head of Estates.  The Deputy Head of Estates 
plays a key role in supporting the strategic and operational management of the School’s estate, 
ensuring that the buildings, grounds, facilities, and infrastructure are maintained to the 
highest standards.  Working closely with the Head of Estates, the Deputy Head of Estates is 
responsible for helping to deliver a safe, efficient, compliant, and well-presented environment 
that supports the educational, boarding, and wider community activities of the School.  The 
postholder works collaboratively with colleagues across the School and contributes to the 
continuous improvement and long-term development of the estate. 
 
The postholder is expected to uphold, support, and actively promote the Catholic ethos of the 
School, as outlined in its Mission & Ethos Statement.  The Deputy Head of Estates is 
responsible for ensuring high standards of estate management, health and safety compliance, 
safeguarding, contract management, and customer service, while supporting the conservation 
and enhancement of the School’s historic buildings, grounds, and facilities.  The role includes 
leadership of Estate staff, oversight of contractors, budget management, and contributing to 
the School’s sustainability and development objectives. 
 

Key responsibilities: 
 
1. Leadership and Management 
1.1 to provide leadership to Department staff, supporting a performance management 

culture and a commitment to professional and personal development 
1.2 to create an operating structure which facilitates a strong focus on service excellence, 

high quality and value for money 
1.3 to identify areas for development to improve the effectiveness and efficiency of facilities 
1.4 to contribute ideas to the School Development Plan 
1.5 to review and to help negotiate contracts in conjunction with SLMT 
1.6 to ensure compliance with safeguarding requirements with regard to external parties 

using the New Hall site, Boreham House and New Hall Park Farm 
1.7 to attend the Eco Committee and to help plan and implement the Eco Strategy, including 

targets for reducing energy consumption and zero-waste-to-landfill targets 
 
2. Estate Management  
2.1 to conserve and enhance the Grade I listed heritage buildings and Grade II registered 

park & gardens 
2.2 to ensure all hard services are maintained and a schedule of statutory inspections is 

implemented 
2.3 to ensure that soft services (e.g. landscaping, pest control, decoration, waste 

management) are adequately resourced and that standards are upheld, with a focus on 
customer service 

2.4 to ensure that contracted services are effective and value for money 
2.5 to ensure a high standard of boarding facilities and staff residential accommodation 
2.6 to work with the Operations team to ensure that Sport facilities, including the swimming 

pool, are fit for use and are maintained to a high standard 
2.7 to maintain and improve the premises, grounds and facilities at all schools within 

NHMAT 
2.8 to oversee the maintenance and presentation of grounds, roads and gardens 
2.9 to supervise the lighting, heating and ventilation of buildings 



2.10 to maintain sanitary appliances and to ensure regular inspection of the drainage system 
 

 
3. Financial 
3.1 to assist the Head of Estates in formulating, managing and delivering Estate budgets 
3.2 to complete cost/benefit analysis of undertaking or delaying capital or revenue work 
3.3 to calculate and compare costs for goods and services to achieve maximum value for 

money 
3.4 to manage, monitor and report on the financial performance of contracts 

 
4. Contract Management  
4.1 to ensure new contractors complete pre-qualification questionnaires 
4.2 to work with the Head of Estates to plan programmes of work and to ensure that any 

disruption to School activities is minimised 
4.3 to manage sub-contractors, ensuring Health & Safety and safeguarding requirements 

are met 
4.4 to complete progress reports 
4.5 to maintain cost controls and to identify variations to specifications and quality 
4.6 to maintain files, including all of the construction details, materials, drawings, 

operations manuals and specifications 
 
5. Staffing 
5.1 to ensure a smooth transition for new students 
5.2 to build and train a multi-skilled team 
5.3 working with the Head of Finance and Vice Principal (staffing), to be accountable for 

controls over Estate staff costs and to ensure that areas are staffed efficiently, effectively 
and in the ways that provide (1) value for money and (2) high quality, in the context of 
an independent boarding & day school 

5.4 to undertake annual performance reviews for specified Estate staff 
5.5 to ensure that performance, misconduct and capability (including absence 

management) issues are addressed in a timely and effective way 
5.6 to devise work programmes and holiday schedules 
5.7 to support the professional development and teamwork of the Estate Department 

 
6. Utilities, Materials, Tools, Plant Machinery and Maintenance Contracts 
6.1 to oversee the purchase and storage of materials and tools 
6.2 to ensure the production of and compliance with all site technical logs and maintenance 

procedure manuals in order to facilitate effective management, supervision, work 
quality, instruction and training 

6.3 to control and execute maintenance contracts for the equipment owned/rented by the 
entire establishment (including firefighting and alarm systems) 

 
7. Health & Safety Compliance 
7.1 to work with the Health & Safety Officer to ensure risk assessments are completed for 

all Estate matters 
7.2 to contribute to the provision for site security 
7.3 to undertake Estate statutory compliance inspections and to ensure that preventative 

maintenance is planned and completed 
7.4 to maintain Estate records for inspections, e.g. Independent Schools Inspectorate (ISI) 
7.5 to ensure Estate compliance in relation to the ISI Regulations and National Minimum 

Standards for Boarding 



Person Specification (essential in normal font; desirable in italics) 

 
1. Catholic Ethos 
1.1 to have a clear understanding of and a commitment to Catholic education 
1.2 to care about the School’s charitable work and public benefit and to help nurture the 

spirit of service to others 
 
2. Education & Training 
2.1 to have GCSEs at Grade C+/4+, including Mathematics and English (or equivalent) 
2.2 to hold a degree or other relevant post-A Level/BTEC qualification 
2.3 to hold relevant professional qualification(s) 
2.4 to hold a Certificate or Diploma in Occupational Health & Safety 
 
3. Experience 
3.1 to have experience as an Estate/Facilities Manager or in a similar role 
3.2 to have demonstrable experience as an Estate/Facilities Manager or in a comparable 

role 
3.3 to have experience of soft and hard services 
3.4 to have experience of team leadership 
3.5 to have experience working with people from a variety of cultures and backgrounds 
3.6 to have experience working in a school or other educational establishment 
3.7 to have experience of managing a heritage site 
 
4. Skills and Aptitudes 
4.1 to demonstrate strong communication, organisational and management skills, both 

verbal and written 
4.2 to possess contract management and negotiation skills 
4.3 to demonstrate good IT skills 
4.4 to be able to work effectively under pressure 
4.5 to demonstrate financial acumen and the ability to manage budgets 
4.6 to hold a full, clean driving licence 

 
5. Personal Attributes 
5.1 to have an understanding of the importance of promoting and safeguarding the welfare 

of children 
5.2 to demonstrate initiative and a proactive approach to problem-solving 
5.3 to be energetic, committed and positive 
5.4 to be able to work collaboratively and cohesively as part of a team, building effective 

relationships across departments and the wider School community 
5.5 to be highly customer focused, providing a responsive and professional service to all 

stakeholders 
5.6 to be able to motivate and support others, contributing to a high-performing and 

productive team culture 
5.7 to demonstrate the ability to manage multiple priorities and resources effectively 
5.8 to contribute positively to complex projects, working with colleagues and external 

contractors to achieve successful outcomes 
5.9 to deliver projects and operational objectives to a high standard, ensuring quality, 

efficiency and attention to detail 
5.10 to demonstrate flexibility and the ability to adapt to change, development and evolving 

priorities 



Culture, Values and Professional Conduct 
 
What We Expect from All Staff 
 
1 Catholic Life 
1.1 to support and to contribute to the Catholic ethos of the School, as outlined in the 

Mission & Ethos Statement and Aims of the School 
1.2 to be aware of and contribute to the School Development Plan and to promote the 

strategic aims of the School 

 
2 Staff 
2.1 to foster good working relationships based on care, trust and respect 
2.2 to work as an effective member of the wider team, demonstrating flexibility to assist 

with general workload at times of peak volume  
 

3 Safeguarding  
3.1 all staff are responsible for promoting and safeguarding the welfare of students at New 

Hall School by ensuring compliance with the School’s Safeguarding & Child Protection 
Policy and Procedures at all times.  It is a requirement of all staff to report any actual or 
potential risks to the safety or welfare of students to the Designated Safeguarding Lead 

3.2 to promote and safeguard the welfare of pupils by ensuring compliance with the 
Safeguarding & Child Protection Policy at all times 

3.3 to report any actual or potential risks to the safety or welfare of pupils to the Designated 
Safeguarding Lead (DSL) 

 
4 Pastoral and Health & Safety  
4.1 to work co-operatively to create a safe, purposeful and positive working environment 

for pupils and staff 
4.2 to comply with the Health & Safety policies and Medical & First Aid policies and 

procedures and to co-operate with colleagues to achieve high standards of health & 
safety 

 
5 Community Outreach 
5.1 to support our sponsored primary school, Messing Primary School, and Catholic 

independent schools in Brentwood Diocese, by sharing joint INSET 
5.2 sharing good practice and resources 
5.3 to support New Hall Voluntary Service (NHVS) and other charitable work of the School 
5.4 to support New Hall Parent Association (NHPA) events 
5.5 to strengthen the School’s reputation and profile as a leading School of its type 

 
6 Finance & Sustainability 
6.1 to seek to ensure value for money 
6.2 to consider sustainability and to minimise waste 
6.3 to contribute ideas for cost saving initiatives 

  



Salary & Benefits 
 
Salary 
A competitive salary of £47,390pa to £59,753pa (M9 to M15, on New Hall's Pay Scale) will be 
offered, depending on the successful candidate's qualifications, skills and experience, together 
with the generous benefits outlined below. 
 
Pension 
Non-teaching staff are automatically enrolled in the designated stakeholder pension scheme 
provided by Standard Life, subject to meeting the qualifying conditions.  Pension contribution 
rates are 5% for employees and New Hall currently matches employee contributions up to 
4%. 
 
Hours of Work 
The working hours for the Deputy Head of Estates are 9.00am–6.00pm, Monday to Friday, all 
year round, with a one-hour unpaid break each day. 
 
Support staff generally work an average of 40 hours per week over the course of a calendar 
year.  In view of the seniority of the role, you may be required to work additional hours for 
the proper performance of your duties, including attendance at meetings and events that 
occasionally take place during evenings and weekends.  A degree of flexibility is required, 
taking into account the nature of this role in an independent boarding school.  Due to the 
nature of this role and the operational requirements of managing a busy school estate, the 
Deputy Head of Estates is expected to be present on the School site. 
 
The Deputy Head of Estates will be required to work on School Open Days, which usually 
take place on the last Saturday in September and the Saturday of the first Bank Holiday 
weekend in May.  All staff are required to attend INSET (staff training) days.  Given the nature 
of work in a busy boarding school, the Deputy Head of Estates will also be required to support 
certain School events and operational activities that take place during weekends throughout 
the year.  The salary for this role has been enhanced to reflect this requirement. 
 
Holiday Entitlement  
The Deputy Head of Estates will be entitled to 35 days’ holiday per, including bank holidays.  
All holiday is subject to line manager approval.  New Hall closes between Christmas and New 
Year and for bank holidays; staff must set aside annual holiday entitlement to allow for these 
closures.  The period of time for annual closure is kept under regular review and may vary in 
future years.  Holiday should usually be taken during School holidays, as published in the 
School calendar.    
 
School Fee Remission 
School fee remission for staff children is granted in accordance with the provision at the time 
of commencing employment at New Hall.  If your child is aged 4-11 and joins the Preparatory 
Divisions, there is a reduction of one third of the day fees.  If your child is aged 11-19 and 
joins the Senior Divisions, there is a reduction of two thirds of the day fees.  There is no staff 
fee remission for New Hall Nursery/Pre-School (ages 1-4). 
 
  



 


