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	Post Details
	

	School/Establishment:
	Twynham Learning Core Services

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 10

	Responsible to:
	Estates Manager




	Main Purpose

	Reporting to the trust’s Estates Manager, the Estates Support Officer will lead estates operations across Twynham Learning’s schools ensuring the provision of warm, safe, dry and welcoming environments for teaching and learning.  
This senior role coordinates compliance and maintenance activities across all of the Trust’s schools, with oversight of soft FM services and delivery of estates projects that uphold our commitment to safety, sustainability and excellence.  
The postholder will work closely with Caretakers, Headteachers, School Business Managers and the Core Services team to foster collaboration, ensure operational resilience, improve efficiency and effectiveness and promote a culture of safety and continuous improvement across the Trust’s estate.  The Estates Support Officer will also deputise for the Estates Manager as required, providing leadership and continuity across the wider estates function.  



	Duties and Responsibilities

	Site Leadership & Operational Oversight
· Support School Business Managers in their line management of school site team members (e.g. Caretakers), helping to ensure consistent performance and providing operational resilience. 
· Coordinating unlocking/locking of school premises, covering absences and emergencies as required.  
· Oversee soft FM services including cleaning, ensuring service continuity and quality. 
· Coordinate shared resource arrangements (e.g. tools, equipment, furniture removal) to support efficient operations. 
· Liaise with stakeholders including Caretakers, Headteachers, School Business Managers and Core Services colleagues.  
· Respond to urgent or unexpected site issues across the Trust’s schools such as boiler failures, storm damage, leaks or other emergencies including out-of-hours support, providing technical support and coordinating remedial action to ensure safety and minimise disruption.  
· Deputise for the Estates Manager as required, supporting strategic estates functions and decision-making.  
Compliance & Safety
· Serve as a key contact for operational estates matters, supporting site teams and School Business Managers.
· Oversee statutory compliance checks (e.g. Legionella, fire alarms, emergency lighting, etc), ensuring timely completion and accurate record keeping via SharePoint and Parago, covering absences and emergencies as required. 
· Assist with procurement and oversight of estates-related contracts and services including requests for SCA funding.  
· Support business continuity planning, supporting emergency response as required.  
· Contribute to incident / accident reporting, investigation and resolution, escalating complex issues to the Estates Manager. 
Maintenance & Project Support
· Coordinate planned preventative maintenance across the trust’s schools. 
· Support development and update of individual schools’ Asset Management Plans.
· Assist the Estates Manager with delivery of the Schools Condition Allocation (SCA) programme including project specification, procurement and project oversight.
· Identify condition issues, specify remedial works, obtain quotes and coordinate contractor bookings in line with the trust’s Financial Procedures, ensuring timely and effective delivery of works and minimising disruption. 
· Collaborate with School Business Managers and site teams to support project delivery during term time and school holidays, ensuring quality, compliance and budget adherence. 
· Maintain records of works and contribute to the development of standard specifications for recurring needs.     
Training and Development
· Working with the Estates Manager, support the ongoing training and development of school staff on estates-related policies and procedures and Health & Safety.  
· Act as a technical mentor to school business managers and site teams, promoting collaboration and sharing expertise.   
Systems & Record-Keeping
· Maintain accurate records of compliance, maintenance and contractor activity.
· Ensure documentation is appropriately stored and accessible for audits and reporting.   
Sustainability
· Collaborate with the Estates Manager to promote and implement sustainability initiatives across the Trust.   



	Personal Attributes

	Essential
· [bookmark: _Hlk216881850][bookmark: _GoBack]GCSES at grade A-C in English and Maths (or equivalent qualifications/grades).
· Strong technical knowledge of estates and facilities management with practical experience in maintenance, compliance and project delivery. 
· Understanding of key statutory compliance requirements in education settings.
· Experience of working with contractors including procurement and performance monitoring. 
· Professional and positive, upholding high standards in all activities with a key focus on safety and sustainability.
· Collaborative mindset with excellent communication and interpersonal skills.  
· Proficiency in IT systems to support record-keeping and reporting.
· Strong organisational and problem-solving skills.
· Proactive approach to managing both planned and reactive tasks. 
· Full UK driving licence and access to a vehicle suitable and insured for business use.  
· Willingness to work flexibly, including out-of-hours support in response to emergencies or operational needs.  
Desirable
· Experience of working in a multi-site or education environment.
· Familiarity with asset management systems, particularly Parago. 
· Familiarity with reviewing site plans and compliance documentation.  
· Knowledge of facilities-based sustainability practices.
· Understanding of Schools Condition Allocation (SCA) funding and project delivery. 



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Safeguarding Duties & Responsibilities

	Promoting and safeguarding the welfare of children and young people in accordance with the Trust/schools’ Safeguarding and Child Protection policies. 



	Other Duties

	All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the Trust. The particular duties and responsibilities may vary from time to time.



	Notes

	This job description may be amended at any time in consultation with the postholder.



	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
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