
 

PENNTHORPE  
ESTATES MANAGER 
JOB DESCRIPTION  
 

REPORTING LINES: 

Post Holder:   

Reporting to:  Bursar 

Hours: 08:00am – 17:30pm : Full Time 

WHOLE SCHOOL AIMS 

Here at Pennthorpe we aim:  

 To establish an innovative curriculum and co-curriculum which inspires creativity and ingenuity; 

 To develop a strong long term work ethic in pupils incorporating a love of learning, risk taking and 
inquisitiveness; 

 To challenge every child regardless of ability and inspire all pupils to achieve academic excellence; 

 To assist parents and pupils in gaining their first choice of senior school; 

 To empower and instil inner confidence and mutual respect; 

 To value every child, identifying and developing each child’s strengths and passions; 

 To provide excellent care and guidance whilst encouraging independence; 

 To inspire all to participate fully in the wider life of the school; 

 To ensure all have an understanding of their place in the local and global community. 

JOB PURPOSE 

 The Estates Manager is responsible to the Bursar. This role is to ensure high quality delivery of facility 

related services that meet expectations and current legislation including but not restricted to: site 
services, grounds, security, health & safety, events management, sporting facilities, lettings and 
cleaning. 

 Leading the Estates team, the Estates Manager will ensure that all services are provided to the 

highest specification and meet the requirements of the School, its staff and pupils, taking into 
account health and safety standards and legislation, the needs of visitors and the general public. 

 The Estates Manager is responsible for ensuring that, at all times, the grounds and appearance of 

the school site are maintained to the highest standard 

MAINTENANCE AND REFURBISHMENT 

 To draw up and implement a programme for the planned, preventative maintenance and 

refurbishment of all buildings and equipment – short (1 year), medium (3 years) and long term (5+ 
years). To ensure that planned maintenance activities are completed on schedule and within budget 
and that urgent repairs are completed within a reasonable timescale. 

 To produce and maintain a manual, detailing all aspects of the fabric of the buildings, thus providing 

staff with access to information such as locations of services, systems and equipment, including 

operating and emergency procedures, maintenance records, relevant risk assessments, etc. 

 To ensure the safety, upkeep and maintenance of all School buildings and ensure that the School 

environment is safe, comfortable and fully functional. 



 To liaise with professional advisers for building projects when required, acting as project manager 

where an external project manager is not appointed and, in partnership with others, developing 
project briefs and project specifications. 

LEGISLATION AND COMPLIANCE  

 To ensure that the School complies with and implements procedures in respect of all building and 
environmental related Health and Safety legislation, other building legislation and planning laws and 
other relevant legislative requirements. 

 To ensure the school minibuses are safe and ready to use at all times by arranging daily checks of oil, 
water, tyres, lights, battery and indicators and working with the Bursary Administrator to arrange 
servicing in accordance with manufacturer’s schedules and arrange repairs and cleaning as necessary 

 To be the nominated School Fire Officer and liaise with the Bursar to ensure an up-to-date fire risk 

assessment is in place and that appropriate fire safety measures are taken, including provision and 

testing of fire extinguishers, testing of fire alarm call points and smoke detectors, that regular fire 
evacuations take place and visual inspection of premises are conducted 

 To be the secretary of the Health and Safety Committee, responsible for organising the termly 
meetings, preparing the agenda, circulating papers in advance, taking the minutes and actions and 

following up with the action owners in advance of and following the action deadlines 

 Provide leadership and advice to the whole school on H&S matters including (but not limited to): 
o determining suitable procedures and ensuring compliance with such requirements including 

the school H & S policy;  
o ensuring appropriate risk assessments are completed and lead a project, working with the ICT 

manager, to digitize all risk assessments to improve ease of compliance monitoring and 
record keeping 

 Ensuring that the School’s gas, electrical and water services are operated efficiently, compliant with 

current regulations, upgraded where necessary and maintained in line with servicing schedules. 

 Ensuring that the School’s plant, kitchen equipment, playground equipment and other infrastructure 
is correctly maintained, serviced and certified in accordance with current regulations 

 Working with the tree surgeon for annual/as required tree inspections and to assist in the 
completion of routine tree maintenance to ensure that the woodland area is always useable by staff 
and pupils 

 Ensuring that snow and ice is cleared and surfaces gritted to enable access to all buildings for 
pedestrians and the roadways and carparks for vehicles before the school opens in the morning 

SECURITY 

 To review and oversee the School's security measures, to be responsible for making sure the campus 

has 24 hour security 

 To ensure that robust arrangements are in place to respond effectively to maintenance problems, 

security issues, emergencies or other callouts at all times, including school holidays, overnight and at 
weekends. 

 Be responsible for developing and maintaining a School Emergency Plan. 

TEAM MANAGEMENT 

 To supervise the daily activities of the Estates team members, to ensure that facilities are maintained 

correctly, and to conduct a daily walk round the site with them first thing each day to ensure 
everything is in order, looking well maintained and presentable, and any areas that fall below that 
standard are addressed as a priority 

 To develop the appropriate systems and procedures within the Estates team to ensure staff are 
o appropriately recruited, with the right skills and experience 

o trained and developed within the role 

 Ensure work plans are developed and performance is regularly reviewed against those plans 

including the more formal annual performance review 



 Introduce branded PPE for the Estates team and ensure that it is correctly worn and maintained 

 Managing holiday requests to ensure the needs of the school are met 

 Holding regular team meetings to allow good communication and promote teamwork 

 To be confident in operating HR and school policies to manage discipline, grievance and absence 
issues 

FINANCIAL 

 Working closely with the Assistant Bursar, be responsible for: 
o the preparation and monitoring of the School’s annual Estates operating and capital budget 

o the development and maintenance of the multi-year medium and long term maintenance, 
refurbishment and investment programmes 

 To direct the Estates team to ensure that resources are utilised effectively and efficiently 

 Prepare a termly Estates report covering an update on all elements of the maintenance and 
investment programme to form part of the papers presented to the Finance Committee 

EVENTS 

 To review regularly (at least weekly), the School’s calendar of events to ensure that the supporting 
services are in place and that any potential problems are identified at an early stage 

 Be responsible for overseeing the timely setup of School events to ensure they look professional and 
adhere to Health and Safety standards, and take down afterwards 

 Ensuring safe parking within the School and take on the management of the project to recommend 
improvements and changes to be made to managing the traffic flows around and through the 
School to improve capacity and safety, in particular at the morning drop off time 

CONTRACT AND LETTINGS MANAGEMENT 

 To manage, on behalf of the School, all building projects and external contracts and contractors for 
Estates works, drawing up the specifications upon which such contractors would be employed. This 
includes ensuring that all necessary Health and Safety and Safeguarding requirements are met by 
any contractor engaged by the School. 

 To ensure external lettings are appropriately managed including planning security, caretaking, and 

cleaning requirements. To liaise with the letting organiser to ensure that events run smoothly and 
safely and meet their and the school’s requirements. 

 Checking after each letting, during term time and the holidays, that the facility is left in the state it 
was hired in and that the inventory is complete, and where it isn’t following up with the letting 

organiser to make good the discrepancy and where necessary, to agree a charge to correct the issue 

or repair the damage 

 To manage the School’s relationship with utilities and other service providers. 

 To oversee waste management and ensure cleaning services are delivered to a high standard and in 
accordance with the School’s cleaning arrangements/contract (for example, in liaison with the 
Cleaning Company Supervisor), holding regular meetings to review performance against the KPIs 
and agreeing remedial action where necessary 

 Agreeing the timings with the cleaning contractor for the school deep cleans 

 Ensuring all external contractors coming on site have the appropriate documentation and clearances 
in place to work  

  



 

 

GENERAL 

 Actively seeking opportunities to improve the efficiency and appearance of the School and making 
suggestions for making improvements where appropriate 

 Initiate a project to digitise as much administration, registers, maintenance requests, records of work 
undertaken and all other record keeping as possible, working closely with the ICT manager to scope 
and specify the project. Work with the ICT manager to transition event and transport booking and 

related catering booking online 

 Participating in relevant school and individual training as and when necessary. 

 To help develop and maintain strong local relationships with the local community (residents, police 
and council officers). 

 This is a full time, year-round role and will require some weekend and evening working to support 
School events and Open Days. 

 The Estates Manager is expected to be contactable for security and emergency maintenance 
situations, and therefore will be expected to live sufficiently close to the school to meet this 
requirement. 

The above duties are not exhaustive and the post holder may be required to undertake tasks, roles and 
responsibilities as may be reasonably assigned to them by the Bursar or Headmistress to ensure the 
smooth running of the school. This job description may be reviewed annually and it may be modified or 
amended at any time during the year, after consultation with the post holder. 

 

 

Signed: _________________________________________________(Estates Manager) 

 

Signed: _________________________________________________(Headmistress)  

 

Date: _______________________ 



PERSON SPECIFICATION 
 

PERSONAL QUALITIES 

 Leading by example. 

 Honesty and integrity, reliability and commitment. 

 A ‘can do’ attitude and the willingness to work hard to get things done. 

 Ambition, energy, enthusiasm and commitment. 

 Leadership qualities including authority and empathy to connect with and inspire 

colleagues. 

 A confident, professional and outgoing personality. 

 Be able to take the initiative and able to take an idea and develop it through to 
completion. 

 Have a good sense of humour. 

 Flexible and adaptable. 

ESSENTIAL 

 High standards of professionalism, punctuality, appearance and behaviour. 

 Strong verbal and written communication skills. 

 Good computer literacy and IT knowledge 

 Horticultural / grounds knowledge. 

 Strong people skills. 

 Good problem-solving skills. 

 Attention to detail. 

 Ability to use own initiative. 

 Flexible approach to working hours, demonstrating a ‘can-do’ attitude. 

 A full valid driving licence. 

DESIRABLE 

 Degree or HNC level education. 

 Professional Institute membership; (Building Service Engineers, Facilities Management, 
Chartered Surveyor or similar). 

 Experience of working in a school environment. 

EXPERIENCE AND KNOWLEDGE 

 Knowledge and experience of planned and reactive maintenance operations. 

 Detailed understanding of Health and Safety especially in the maintenance, construction 

and contractor management contexts. 

 Business and financial controls and systems. 

 Experience of managing small and cross functional teams. 

 Project Management experience. 


