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Job description - Premises Manager
· Grade:		Grade 4
· Reports to:	Executive Head 
· Direct reports:	None
· Your team:	Westbourne Early Years Centre
· Service area:	Children’s Services 
· Directorate: 	Children and Young People

	Special requirements of the post 

	Workstyle: Frontline (Full presence, working in the borough full time)
· Colleagues whose role is delivering frontline services to residents, visitors, businesses and/or other colleagues while present in the borough and activities cannot be done remotely.

	This post requires a DBS check at the appropriate level (Enhanced with Barring)

	This is a safety critical post and will be subject to the council’s drug and alcohol policy

	This post is subject to the council’s declaration of interest procedure

	This post is designated as politically restricted


Our mission
Islington is a place rich with diversity and culture. As a council our sense of purpose couldn’t be clearer: we serve. It’s in the logo. We are committed to challenging inequality in the borough and as one of the largest employers we know that to look after the place and the planet, we have to look after our people. Together we can change the future. 
To do this, everyone who works at Islington Council lives by a set of values which guide us in everything that we do: collaborative, ambitious, resourceful, and empowering. They spell out ‘CARE’, which is what we think public service is all about. 
Overview of the role
Are you an enthusiastic, compassionate Premises Manager who can lead in the provision of a safe, well maintained and healthy environment for all service users. 
You need to be someone who is flexible, sets high standards for themselves and takes pride in their work.  
You will undertake maintenance and repairs to the premises within the scope of a competent handyperson and to be responsible for maintaining constant awareness of the physical condition of the building, furniture and equipment and where appropriate repairing, reporting defects or requisitioning work for repair.
Key responsibilities
Please list each key responsibility of the role (Maximum of 10-12 bullet points):
· Do not delete: Any additional duties consistent with the grade and level of responsibility of this position, for which the holder possesses the required experience and/or training.

· To lead in the provision of a safe and healthy environment for all service users. Where delegated by Executive Head/ Head of Nursery undertake duties as a Safety Liaison Officer.

· To be accountable for the management and completion of the Premises Management Manual provided by LBI. To be responsible for ensuring the premises management works are completed in accordance with the LBI Premises Management Manual. 

· To plan and prioritise own work allocation according to the needs of the site as determined by the line manager. This will include providing the line manager in advance with a weekly log of main tasks to be performed during the forthcoming week and providing/maintaining any other necessary records. 

· To be responsible for maintaining constant awareness of the physical condition of the building, furniture and equipment and where appropriate repairing, reporting defects or requisitioning work for repair, including authorising invoices for payment.  

· To liaise with the line manager to ensure the security of the site and its contents and the provision for access and egress to the site and its building for authorised persons.

· To be responsible for checking store/equipment deliveries against invoices/delivery notes and porterage duties to ensure they are correctly stored/distributed. 

· To liaise with the Line Manager/Contractor/Council staff (as necessary) to ensure that any deficiencies in the cleaning service provided by the contractor are reported to the appropriate person. To report or issue default notices in accordance with the Local Government Act 1988.

· To be responsible for monitoring the quality of the service provided by the contractor(s) according to the standards set out in the contract specification and any additional standards given for the individual site, where delegated to do so under the direction of the Executive Head/ Head of Nursery.

· To carry out internal and external cleaning of certain defined areas as directed by the Line Manager, including where applicable: grounds and play areas, external toilets, internal glass, walls, swimming pool, removal of graffiti and undertaking defined holiday cleaning duties. 

· To carry out emergency cleaning duties, where necessary, and/or as directed. 

· To provide and replenish disposable hygiene resources, i.e. toilet paper, toilet soap, sanitary requirements, hand towels within facilities that are available to the public. To ensure resources are well stocked to enable internal staff replenish facilities for the internal team.

· To undertake maintenance and repairs to the premises within the scope of the competent handyperson. 

· To be responsible for the efficient operation of heating and ventilation systems; monitoring and usage of the heating and lighting systems and promoting cost consciousness and energy conservation within the establishment. 

· To monitor and report the operating costs of the premises and associated resources as directed by the line manager. 

· To undertake general porterage duties as required and particularly the provision of furniture and other equipment for timetabled activities to meet the needs of premises users, without continued instruction. 

· To carry out miscellaneous duties of a practical nature as circumstances demand to maintain the operation of the premises at the request of the line manager. 

· To maintain contact with the staff of the establishment, other educational establishments, officers of the Council, and outside bodies/contractors, as necessary in order to perform the duties efficiently. 

· To maintain, as necessary, records of out of school hours use of the premises in accordance with LME provisions and otherwise promote usage of the premises in accordance with the policy of the Management Committee. 

· At all times to carry out responsibilities/duties with due regard to the Council’s equal opportunities employment policy. 

· Such other minor and/or non-recurring duties appropriate to the post, as may be directed. 

· Two weeks of the annual leave entitlement to be taken during the Centre closure period in summer (specific dates to be confirmed depending on Centre).

Budget responsibilities 
Coordinate with Executive Head and Head of Centre
Ensure effective Financial Management, cost controls and income maximisation in an ever changing environment, fluctuating demands and priorities. Ensure resources are well managed and effectively deployed to the best possible effects assuring value for money in all activities. 
Compliance  
Ensure adherence to legal, regulatory, and policy requirements under GDPR, Health and Safety, Employee Code of Conduct and in your area of expertise by identifying opportunities and risks, and escalating issues as necessary.


Person specification
Your application form needs to demonstrate how you fulfil the role's requirements. It is essential to address the criteria, as this will be used to evaluate your suitability for the position.
Essential and desirable criteria
Essential: the basic requirements that must be met for someone to be considered for a particular job. These criteria are mandatory and cannot be negotiated. Essential criteria directly impact the core qualifications or skills necessary to perform the job effectively.
Desirable: the additional qualities, skills, or qualifications that would be advantageous for a candidate to possess but are not mandatory. Not meeting them does not automatically disqualify someone from consideration for the job. This also allows candidates who do not possess certain desirable criteria the opportunity to explain how their other knowledge, experience and skills relate to these and what they may be in the process of doing or willing to do to achieve these.
Knowledge, experience, and skills 
	Point
	Criteria description
	Essential/desirable

	1
	Proven experience of buildings management
	Essential/desirable

	2          
	Ability to communicate orally and in writing.
	Essential

	3          
	An ability to plan and monitor expenditure within a budget and to obtain estimates.
	Essential/desirable

	4        
	An ability to establish and maintain effective working relationships at all levels, and work as part of a team.
	Essential/desirable

	5         
	An ability to provide quality services within Equal Opportunities Employment Policy and to promote a positive image of a school/establishment.
	Essential

	6           
	An understanding of building maintenance requirements and the ability to undertake minor repairs.
	Essential/desirable

	7         
	An ability to monitor quality of services as provided by contractors.      
	Essential/desirable

	8          
	An ability to implement adequate security arrangements.
	Essential/desirable

	9           
	Ability to prioritise own work.
	Essential/desirable

	10         
	A knowledge of health and safety requirements and the ability to maintain records, registers etc.
	Essential/desirable

	11         
	A knowledge of cleaning practices.
	Essential/desirable

	12         
	A knowledge of ground maintenance. The care of grass and flowers.
	Essential/desirable

	13        
	Ability to work (within the context of a Service Level Agreement) and to Council Standards for customer care.
	Essential/desirable

	14         
	Ability to adhere to the Council’s Dignity for All Policy.
	Essential

	15        
	Ability to supervise staff within the Council’s Dignity for All Policy.
	Essential

	16        
	Ability to work within the Council’s Dignity for All Policy.
	Essential

	
	
	


Our accreditations
[image: A group of logos with text

AI-generated content may be incorrect.] Our accreditations include Disability Confident Leader, The Mayor’s Good Work Standard, London Living Wage Employer, Stonewall Diversity Champion, and Employer with Heart. 
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