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	Job Description

	Department
	Trust Executive Team

	
Post Title:
	Trust Estates Manager

	Salary Scale/Range
	Support Staff Leadership Equivalent - L1 (£51,773) to L5 (£57,137)

	Hours 
	37 hours per week, full year

	Permanent/Fixed Term
	Permanent

	Posts Responsible to
	Chief Finance and Operating Officer

	Job Purpose:

· Develop, implement and manage a comprehensive Trust Estates Strategy (3-5 year plan) ensuring fully effective practice across all schools in accordance with the School Estate Management Standards (Level 3)
· Lead and maintain a detailed Trust-wide Asset Management Strategy, including the asset register and condition database
· Lead annual condition surveys and ensure alignment with DfE Good Estates Management for Schools (GEMS) principles
· Be responsible for Health and Safety Compliance and Management across the Trust. 
· Lead on the use of Every and other software across the Trust and manage risk in key areas of the business



	Key Accountabilities/Primary Responsibilities:

Duties that may be carried out in this role include, but are not limited to:

Health & Safety 
· To maintain oversight of Health & Safety across the Trust Estate, acting as the Trust’s Health & Safety Co-Ordinator for Construction Design Management projects, Asbestos Control Manager, lead on fire safety and Legionella Control Manager 
· To carry out an annual review to determine that the Trust properly discharges its duties under its own health & safety policy; the health & safety at work act; COSHH regulations; and any other statute, regulation or directive. 
· To develop, implement and communicate policies, procedures and processes concerning Health and Safety (including risk/emergency management). 
· To promote and monitor safe working practices within the Trust and to provide regular reports to the CFOO, CEO and Trustees where required. 
· To actively monitor developments and changes in legislation in respect of Health and Safety requirements and advise on appropriate action as required. 
· To oversee the training provision for all staff as required on health and safety matters, to include first aid and fire safety. 
· To oversee the training provision for all staff as required on health and safety matters, to include first aid and fire safety 
· To carry out H&S audits, prepare termly updates and annual H&S reports for Trust Board 

Facilities & Estates
· To line manage the team of Site staff in the schools within the Trust. 
· To have Trust wide responsibility for the creation, development and implementation of an Estate Management Plan; ensuring a rolling programme of maintenance keeps the estate in good order. 
· Completion of the annual Land & Buildings Collection Tool and Capital Spend Survey
· To ensure through audit that regular checks of buildings, cleaning, grounds, furniture, fittings are undertaken by appropriate staff and to take appropriate action, which will include advising senior management on technical issues, financial and budgetary implications. 
· To update and lead the management of EVERY Compliance system in EPC and look at the roll out across the Trust. 
· To carry out risk assessments and ensure all documentation is in place including but not limited to; pregnancy, DSE, working at heights etc. 
· To write bids, maintain oversight and manage if appropriate, the tendering, implementation and snagging of all capital projects so that they are delivered on time, on budget and are value for money. 
· To work alongside the CFOO to ensure that SCA is applied strategically, in line with need and the Trust Estates Strategy
· To ensure that orders placed for approved site works/services are in accordance with approved policies, procedures, specifications, timescales and that the work is supervised and completed satisfactorily. 
· To maintain oversight of the security of Trust Estates including the operation of f ire, smoke and intruder alarms, emergency key holder responsibilities and risk management. 
· To manage the oversight of approved contractors and suppliers to the Trust. • To work closely with school site staff to ensure best value and efficiency in all multi location works. 
· To manage the Trust asset inventory, including IT equipment
· To lead on the sustainability / green strategy, ensuring best practice of energy conservation in the use of heating, light, water etc. is developed and maintained. 
· To manage the use of the Estate to maximise income generation through lettings and other community use. 
· To have oversight of the cleaning and catering provisions across the Trust. 
· To manage budgets effectively, ensuring all financial policies and procedures are followed diligently. 
· To monitor school budgets, supporting and challenging the site staff at each school within the Trust. 
· To support the CFO and CEO in maximising opportunities to bid for additional capital funding that supports the Trust ambitions. 
· To lead on the procurement of best value for money contracts. 

Compliance Assurance and Communication 
· To ensure that compliance control systems in Estates, Facilities Management and Health & Safety are managed effectively. 
· To ensure there are accurate and up-to-date information/records / reports relating to the areas of Estates, Facilities Management and Health & Safety including accident reporting and first aid. 
· To identify and take appropriate action on issues arising from data, systems and reports, setting deadlines when necessary and reviewing progress on action taken. 
· To undertake relevant due diligence activity appropriate for the remit of the role. 

Finance 
· To monitor the premises related capital and revenue budgets and make recommendations on the prioritisation of spending plans. 
· To provide relevant information to the CFOO to assist with annual budgeting and longer-term financial planning processes. 
· Ensure best value is achieved in premises related operational expenditure, including identifying and implementing efficiency savings, obtaining quotes for services and repair work required in line with the Trust’s financial procedures and ensuring that all premises related service providers are meeting their contractual obliations. 
· Review and update the Trust’s asset management plan regularly and formally on an annual basis in line with the Trust’s financial procedures. 
· Work with the external Auditors and CFOO to confirm year end position with SCA and DFC

Other Specific Duties: 
· The Trust Central team are located on site Gatley Primary School. There will be a requirement for multi-site working at school level, based on the needs of the Trust and requirements of the role. 
· To attend team meetings and staff meetings and maintain confidentiality inside and outside the workplace. 
· To continue personal and professional development as required. 
· To actively engage in the performance review process. 
· All support staff may be used to perform appropriate duties as and when required by the Trust, commensurate with the salary grade of that post if it is higher than the employee’s current salary. 
· To work in the best interests of the Trust, its pupils, parents and staff. 
· To adhere to the Trust’s policies and procedures with particular reference to Child Protection, Equal Opportunities, Teaching and Learning and Health and Safety.


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. This job description is current at the date shown, but, in consultation with you, may be changed by the Trust to reflect or anticipate changes in the job commensurate with the grade and job title and/or Trust.


	Professional Development 
· Maintain personal professional development to ensure that the knowledge and skills required to fulfil the role of Trust Estates Manager are kept up to date, including attending any training course relevant to the post to ensure continuing personal and professional development.

· The Trust Estates Manager will be a professional role model, and understand and promote the aims  and  the values of the Trust 

	Safeguarding and Promoting the Welfare of Children and Young People 
· The Trust Estates Manager is required to adhere to the statutory guidance ‘Keeping Children Safe in Education’ and follow all of the Trust’s policies and procedures in relation to safeguarding at all times.

· The Trust Estates Manager must take appropriate action in the event that they have concerns, or are made aware of the concerns of others, regarding the safety, or wellbeing of children or young people.

	Data Protection & Confidentiality
· The Trust Estates Manager is expected to comply with the provisions of GDPR and the Data Protection Act 2018, and follow all of the Trust’s information governance policies and procedures at all times. 
· Any information the Trust Estates Manager has access to, or is responsible for, must be managed appropriately and any requirements for confidentiality and security observed.  Information must not be disclosed to any person, or Authority without observing the correct procedure for disclosure as set out in the Trust’s Data Protection Policy.  Nothing shall prevent the jobholder from disclosing information that they are entitled to disclose under the Public Interest Disclosure Act 1998 as amended, provided that the disclosure is made in accordance with the provisions of that Act/s.

	Equality and Diversity 
· The Trust Estates Manager is required to treat all people they come into contact with, with dignity and respect, and is entitled to expect this in return.
· The Trust are committed to fulfilling their Equality Duty obligations, including valuing equality and diversity and we expect all employees to share this commitment.  

	Health and Safety
· The Trust Estates Manager has a duty to take care of their own health and safety and that of others who may be affected by their actions at work. 

· The Trust Estates Manager must cooperate with the Trust as their employer, and co-workers to help everyone meet their legal requirements and follow the Trust’s health and safety policies and procedures at all times. 




























This job description is reviewed on a regular basis at the time of the annual performance review to ensure it is accurately reflects the role being undertaken. 
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The particular duties assigned to this post are set out above but should not be regarded as exclusive, or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.  These duties may be reviewed and amended in consultation with the post holder in light of any changes in the requirements and priorities within the Trust/School. Such variations are a common occurrence and cannot of themselves justify a re-evaluation of the post.
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