JOB DESCRIPTION: School Premises / Campus Manager
Created May 2021
Salary: SO2, point 26 (range 26 to 28)
Hours of work: 37 hours per week (5 days per week), 52 weeks per annum. A shift pattern is worked and
will include evening and weekend work.
Line of Responsibility
The successful candidate is directly responsible to the relevant Deputy Principal.
Line Management
The Campus Manager will ensure effective line-management of the members of the Site Team.
MAIN DUTIES
The key purpose of this post is to ensure the physical resources of Comberton Village College, Comberton
Sixth Form and Comberton Sports and Arts are maintained in the best possible condition and are
continually being improved.
The post-holder will be responsible for the smooth running, maintenance and development, and safety
and security of the physical resources of the Comberton Village College campus on a day to day basis,
encompassing both school and community use of the facilities.
Comberton Village College operates shift schedules between the hours of 7am and 7pm and at weekends,
and the post-holder is responsible for oversight and coordination of operations outside of office hours.
RESPONSIBILITIES
Site Planning and Maintenance
• To have overall responsibility for the functionality and maintenance of all buildings, equipment and
facilities within the College site, ensuring that all aspects of the site are operating efficiently and
safely
•

To oversee the routine maintenance and servicing of all College and Departmental infrastructures/
services (e.g. boiler plant and heating installations, electrical installations and fittings,
plumbing/heating and sanitary fittings) and to oversee a preventative maintenance programme

•

To prepare specifications, plans and costings for repairs and alterations to the school site and to
organise and implement such work, sourcing outside contractors or using in-house staff as
appropriate

•

To review and tender all maintenance contracts periodically (3 – 5 years), evaluating tenders and
advising as required

•

Utilising appropriate condition reports, prioritise the maintenance and redecoration across all
aspects of the campus

•

To monitor and set heating and lighting requirements of the site.

•

To be ‘hands-on’ as and when required for maintenance and servicing tasks throughout the site. This
may occasionally include undertaking those tasks usually carried out by assistant members of the Site
Team (details available in a separate job description)

•

To develop all necessary documentation, in consultation with relevant Cam Academy Trust
personnel, to ensure that the College complies with statutory provisions relating to the facilities (eg
Disability Access, Conservation etc)

•

To oversee the maintenance the College minibuses and car.

•

To oversee the maintenance/operation of the swimming pool and squash courts, as shared facilities
to ensure a high standard of provision is available.

•

To oversee the maintenance of the school grounds as part of managing dedicated contractors.

•

To oversee the management of the site in inclement weather, including salting and gritting
procedures.

Staff Management
• To lead the Site Team effectively and by example, setting high standards in all areas
•

To line-manage the Site Team, including conducting all aspects of performance management

•

To arrange the working rotas of all the Site Team, in conjunction with the Community Coordinator,
Site Line Manager and other school personnel, distributing and monitoring tasks and prioritising
effectively.
To monitor and sign off overtime sheets, holiday request/absence from work forms, holiday
entitlement, sickness absence self-certification forms and rostered days off in lieu.

•

Cleaning
• To ensure the cleaning of the school premises and site to a high standard
• To oversee the maintenance of the school grounds as part of managing dedicated contractors.
• To ensure that College waste is managed in accordance with best practice principles
Fire Precautions
To manage the fire management system at the College including:
• Fire alarm practices for the College, in liaison with the Health and Safety Officer
• Weekly maintenance of all emergency fire systems including the sprinkler systems
• Maintaining and updating the Fire Log and records of fire equipment
• Training other site staff in ‘hands on’ fire training
Security
•
•
•

To oversee College security, ensuring effective intruder alarm systems and procedures
To maintain CCTV system
To be a keyholder, participating in the call-out rota in emergencies (Appropriate remuneration of the
additional hours will be completed)

Health and Safety
• To ensure the College is fully compliant with all relevant Health and Safety Legislation and to maintain
all relevant school policies
• To ensure all staff are appropriately trained to the correct standard in Health and Safety as mandated
and ensure CPD is in date, e.g. working at height
• To ensure that all necessary risk assessments are in place and monitored
• To ensure compliance with all statutory testing – e.g. of Utilities
•

To maintain up-to-date First Aid qualifications and to provide First Aid treatment to users of the
College, as required

• To ensure that all incidents/accidents are reported to the correct authority (i.e. RIDDOR, HSE, etc.)
Finance
• Working with the line manager and Trust Facilities manager, advise on and administer the budget
for all aspects of College maintenance, monitoring financial performance against targets and taking
appropriate corrective action where necessary
• To evaluate and comment on estimates received by contractors and third parties, making
recommendations as required
• To forward-plan for future maintenance projects, with particular consideration given to proposing
and installing measures to reduce energy consumption and increase energy efficiency
Page 2 of 3

Community
• To support all community bookings in liaison with the Community Education manager, using the
booking system to ensure that the site team effectively plans for, sets up, supports and clears away
community events, alongside the normal function of the school.
• Work in partnership with community providers located on the College campus – including Comberton
Squash Club, Comberton Swimming club and the public library.

Conditions of Employment
•
•
•
•
•
•
•
•
•

The above responsibilities are subject to the general duties and responsibilities contained in the
written statement of conditions of employment (the Contract of Employment).
The post holder is required to support and encourage the college’s ethos and its objectives, policies
and procedures as agreed by the governing body.
To uphold the college’s policy in respect of Child Protection matters.
The Governing Body is committed to safeguarding and promoting the welfare of children and young
people and expects all staff and volunteers to share this commitment. An Enhanced DBS check will
be carried out for the successful candidate.
The post holder will be subject to all relevant statutory and institutional requirements.
The post holder may be required to perform any other reasonable tasks after consultation.
This job description allocates duties and responsibilities but does not direct the particular amount of
time to be spent on carrying them out and no part of it may be so constructed.
This job description is not necessarily a comprehensive definition of the post. It will be reviewed at
least once a year and it may be subject to modification at any time after consultation with the post
holder.
All staff participate in the college’s performance development scheme.
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