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Welcome 
Dear Applicant, 

 

Thank you for considering making an application to our Trust for the role of 

Facilities Manager.  As an employee at the Trust, you will be part of a team 

united with the single vision of improving pupils’ life-chances. Across all 

four sites and the head office, our employees work cohesively to achieve 

the Trust’s aims and objectives. The Trust operates as a single entity rather 

than four separate schools, and everyone has a voice. Our all inclusive atti-

tude to our pupils extends to our employees, and we value every member 

of our staff. When you join the Trust, you don’t just take on a new job, you 

join a family.  You will join the Trust as part of our management team, 

where you will be able to contribute to the strategic direction of the organ-

isation.  This is a unique opportunity to take on a role where you are mak-

ing a real difference to some of the most disadvantaged children in Norfolk.  

You will leave work each day knowing that you have personally contributed 

to improving the futures of the next generation.  I look forward to welcom-

ing you to the Trust. 

Yours, 

Christina Kenna 

Chief Executive Officer 



About the Role 
 

Job Title: Facilities Manager 

Job Type: Full time, permanent  

Reports to: Chief Operating Officer 

Remuneration: £34,611 to £40,513 

Commencement Date: 1 September 2021 

 

Benefits: 

 

30 days holiday (inclusive of bank holidays).  Employer contributions and 

access to a Local Government Pension Scheme.  Flexible working and home 

working opportunities possible.  Access to other benefits available from 

time to time (e.g. cycle to work, discount gym membership, employee as-

sistance programme with counselling) 



Job Description (Page 1 of 4) 
To deliver an excellent standard of facilities management across the Trust.  To ensure all hard and soft 

services are delivered to the expectations of Academy Headteachers and the Executive Board. To ensure 

statutory compliance and consistency in operational services across the Trust at all times.   

Some responsibilities may extend beyond regular working hours on occasion.   For example, some of the 

post-holder’s cleaning teams work early morning or late evening shifts and it will be required that the 

post holder is flexible in order to accommodate team management within these hours.   

This is a Trust based role and will require post holder to move between Trust sites as well as an element 

of working from home. 

All posts are subject to a probationary period of at least six months.  

Responsibilities 

Operational Delivery 

 
• Ensure the provision of an excellent service of all core operational activities allocated to the Facili-

ties teams; 

• Direct, coordinate and plan all essential services (such as security, maintenance, cleaning, cater-
ing, parking, caretaking, waste disposal and recycling), ensuring that buildings meet health and 
safety requirements and that facilities comply with legislation; 

• Ensure the general upkeep and maintenance of Trust estates and assets, and ensure they meet 
health and safety standards and legal requirements; 

• Management of the Helpdesk function ensuring all tickets are actioned accordingly within set time 
scales and completed accurately; 

• Oversee management of the catering division, ensuring compliance with health and safety legisla-
tion and alignment with Trust strategic objectives;  

• Oversee management of the waste management, ensuring compliance with health and safety 
legislation and alignment with Trust strategic objectives; 

• Oversee management of the grounds maintenance, ensuring compliance with health and safety 
legislation and alignment with Trust strategic objectives; 

• Support the Heartsease Primary Academy Headteacher at FM meetings with the PFI FM 
contractor; 

• Develop and manage Estate Management Strategies for all sites; 
• Carry out regular inspections and audits of the facilities and services; 
• Ensure heating and lighting systems and other equipment are working properly, including 

such systems used for the provision of school meals; Ensure that heating/ventilation is 
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• Support the Facilities team with porterage and handyperson duties, including moving goods and 

furniture, minor repairs to property, fixtures, fittings and equipment.  This may include office / 
classroom moves and transporting goods and furniture between Trust sites; 

• Ensure the maintenance and operation of all plant and equipment, including at the Trust’s swim-
ming pool; 

• Respond appropriately to emergencies or urgent issues as they arise and deal with the conse-
quences. 

Contractor Management 

• Project manage, supervise and coordinate the work of external contractors, ensuring contractors 
are competent and managed in in accordance with health and safety legislative requirements; 

• Monitor the work of contractors by making regular inspections to check that the specification is 
being met in terms of frequency and quality of work; 

• Bring initial discrepancies to the attention of the contractor’s site supervision, and refer ongoing 
problems to the Executive Board; 

• Allow (or ensure that other suitable members of the Facilities team allow) access to authorised 
external contractors and ensure they are aware of any potential hazards connected with their 
presence on the premises, having regard to the Health and Safety at Work Act 1974 and the 
Trust’s safeguarding policies. 

 

Management and Leadership 
 
• Lead and manage the Premises Maintenance staff, including: 

 Managing staff performance including responsibility for annual performance re-
views, capability and disciplinary processes in line with Trust procedures and HR 
advice;  

 Managing staff grievances in line with Trust procedures and HR advice;  
 Recruitment of new facilities staff, including compliance with all safer recruit-

ment procedures; 
 Ensure all members of the Facilities team have up-to-date training as required by 

their roles by Trust policy and legislation (including ensuring that new starters 
have been properly inducted); 

 Directing daily duties to cover all sites and any staff absences; 
 Monitor and record daily activities to ensure compliance with health and safety 

regulations, policies and procedures; 
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 Develop and implement use of cleaning and maintenance schedules and hold Facilities 

team to account for compliance with these. 

• Ensure appropriate line management of all sub contracted and agency labour; 

• Check that all work by Facilities staff and contractors has been completed and satisfactorily and 
follow up on any deficiencies.   

 
Financial Management  

• Manage allocated budget and comply with all relevant Trust procurement and finance policies and 
procedures in relation to purchases; 

• Support and manage Trust lettings to generate additional revenue income. 
 
Health and Safety 

• Be fully aware of and to comply with all Trust instructions and procedures relating to Health and 
Safety at Work and to recognise the responsibilities required under the Health and Safety at 
Work, etc. Act 1974 (as amended from time to time) and related legislation; 

• Carry out QSHE monthly audits at each site, ensuring they are Health and Safety compliant, with 
appropriate paperwork in place; 

• Lead and manage annual audits with the Trust’s external health and safety advisers; 

• Lead and manage all statutory inspections by external contractors; 

• Maintain all certification and records relating to statutory inspections and related remedial work 
and planned preventative maintenance; 

• Maintain the Trust’s asset management and compliance systems; 

• Develop, manage and adhere to Trust health and safety policies. 
 
Communication 

• Report monthly to Academy Headteachers on key aspects of Facilities Management in the re-
quired format (e.g. statutory compliance, asset management / internal decoration, open helpdesk 
items); 

• Report at least monthly to the Executive Board on key aspects of Facilities Management, having 
particular regard to compliance, finance and staffing.  

 
Security 

• Responsible for the operation of fire and security alarms, supported by external alarm response 
services outside of core hours; 

• Undertake key holder responsibilities, involving locking/unlocking entrances, checking and secur-
ing windows and internal doors, activating and switching off alarm systems, etc; 

• Maintain a register of all key holders. 



Job Description (Page 4 of 4) 
Projects 

• Support with procurement, delivery and sign off of construction projects, including application for 
relevant funding (e.g. CIF); 

• Undertake any others duties or projects directed by the Trust Executive Board. 

 

Personal Development 

• Undertake appropriate and regular training and development to maintain knowledge and improve 
practice; 

• Participate in regular performance management; 

• Complete all required training; 

• Demonstrate personal commitment to the Trust and the Trust’s vision, mission and strategic ob-
jectives. 

 

 

 

All work performed/duties undertaken must be carried out in accordance with the Trust’s policies and 
procedures, within legislation, and with regard to the needs of our stakeholders and the community we 
serve. 

 

Post holders will be expected to be flexible in their duties and carry out any other duties commensurate 
with the role, as requested by management. 

 

This job description is subject to regular review.  
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Qualifications: 

Essential 

• Full driving licence 

• Relevant professional qualification 

• IOSH managing safety or similar 

Desirable: 

• BA degree in facilities management, construction, business management or a related discipline 

• NEBOSH 

• Safer Recruitment and safeguarding awareness 

• Legionella and asbestos management training 

• Pool plant operator certificate 

• Fire safety management training  

Experience: 

Essential 

• Experience of regulatory compliance 

• Experience of line managing others 

• Experience of managing contracts and suppliers 

• Experience conducting risk assessments 

• Experience of procurement and management of services or subcontractors 
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Desirable 

• At least 2 years’ experience in an FM role 

• Experience of Health and safety compliance 

• Experience in an educational or healthcare setting 

• Experience of managing a budget 

• Previous experience of maintaining swimming pools 

• Experience of managing multi-site / multi-disciplined teams  

Skills & Knowledge: 

Essential 

• Thorough knowledge of health and safety legislation / regulations 

• Excellent leadership and motivational people management skills. 

• Ability to delegate effectively and manage own time / accountabilities 

• Strong business acumen 

• Excellent communication to business units and senior management 

• Excellent computer skills (MS Word, PowerPoint and Excel) 

• Good numeracy and literacy skills 

• Able to prioritise workload under pressure 

Desirable 

• Knowledge of M&E 

• Experience of building relationships with a range of internal stakeholders 

• Well-versed in technical / engineering operations and facilities  management best practices. 

• A strong commitment to education, the non-profit sector and raising the aspirations, achievement 

and life chances of all children 



Application Process 
Please complete the application form and return it to Hazel Cubbage (COO) by Friday 

23 July 2021 at the following address: 

hr@thehearteducationtrust.co.uk  

 

Interviews: 

Interviews will be held the week commencing Monday 26 July 2021. 

 

Safeguarding Checks: 

We are committed to safeguarding and promoting the welfare of children and the suc-

cessful candidate will be required to undertake full vetting, including an enhanced 

D.B.S. check.  Because of the nature of the work for which you are applying you are re-

quired to make disclosure of any criminal conviction. By virtue of the rehabilitation of 

Offenders Act 1974 (Exceptions) Order 1975 and the Rehabilitation of Offenders Act 

1974 (Exceptions) (Amendment) Order 1986 this post is exempt from provisions of Sec-

tion 4 (2) of the Rehabilitation of Offenders Act 1974. Applicants are, therefore, not en-

titled to withhold information about convictions which for other purposes are ‘spent’ 

under the provision of the Act, or of any bind-overs or cautions, and in the event of em-

ployment, any failure to disclose such convictions could result in dismissal or discipli-

nary action by the Trust Board.  

 



About the Trust 
The HEART Education Trust is a multi academy trust based in Norfolk, that was established in April 

2013.  We currently consist of four primary academies.  Our mission is to improve the life-chances 

of children through education.  Everything we do is about improving the futures of the most disad-

vantaged children.  We believe in high quality, inclusive education that does not limit aspiration.  

We constantly focus on personal development, in order to grow children who are resilient, deter-

mined and confident.   We believe that education extends beyond the classroom, and teach our 

children to be independent and creative thinkers who are always curious.  We want our children to 

develop a lifetime passion for learning and self-awareness.  We aim to provide our children with a 

toolkit for metacognition and self-improvement that they can utilize in their adult life to build 

better futures for themselves.  Our children are the future, and regardless of their starting points in 

life, they will change the world.  We believe it is our role to prepare them for this responsibility by 

instilling within them a sense of social responsibility that will inspire them to build a more sustaina-

ble world for all.   

Our organisational values are: 

• Providing high quality education for all 

• Inspiring and empowering personal growth  

• Promoting social mobility and social diversity  

• Being personally and socially responsible  



The HEART Education Trust, a charitable company limited by guaran-

tee registered in England and Wales with company number 

08286818.  Registered office address: Heartsease Primary Academy, 

Rider Haggard Road, Norwich, Norfolk NR7 9UE. 


