
Facilities and Operations 
Manager

CLOSING DATE  |   9.00 AM FRIDAY 9 MAY 2025

INTERVIEWS  |  THURSDAY 15 MAY OR FRIDAY 16 MAY

Required from June 2025

Brief for the position of
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https://www.youtube.com/watch?v=PlsIJfuqxMM
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The Operations Department plays a key role within the school, responsible for the management, 
oversight and delivery of all planned and reactive maintenance across our estate including our main 
school site as well as our sports site, West Grove, which is a short drive from the main site. 
 
The department is also responsible for the development and establishment of a positive safety 
culture throughout the school to ensure it meets its legal requirements in terms of Health, Safety, 
and Compliance. 
 
The department consists of: 
 

The Operations Director, who line manages:  
 
• Facilities and Operations Manager  
• Grounds Manager  
• Operations Administrator (new role being created) 
• Duty Managers 

 
The Facilities and Operations Manager line manages: 
 
• 2 Residential Caretakers 
• 4 Porters  
• 2 Plumbers  
• 1 Handyman  
• 1 Electrician  

 
The Grounds Manager line manages: 
 
• 2 Groundskeepers  
• 1 Gardener  
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Bancroft's School is looking to recruit an experienced facilities management professional with 
quantifiable knowledge of managing both hard and soft support services, preferably from an 
educational sector background to join our Operations Department. 
 
Reporting to the Operations Director and working in close liaison with the Chief Operating Officer 
and Deputy Head Operations & Co-curricular you will manage a small team of in-house staff 
responsible for the oversight and delivery of all planned and reactive maintenance ensuring that all 
buildings and facilities are functioning safely and efficiently.  You will also be responsible for contract 
management of specialist sub-contractors and service providers  ensuring the schools obligations to 
safeguarding and statutory compliances are adhered to, including in particular fire, and health and 
safety legislation. 
 
 You will have excellent attention to detail and the ability to anticipate and resolve issues as you 
coordinate department support to daily school routine with special events in the school calendar, 
liaising with academic and support staff to ensure the smooth running of daily school needs and 
demands.   
 
 
This position is very much "hands on" and you will not only be the team’s manager but also a team 
player with the ability to "muck in" when needed.  
 
Excellent communication skills, multi-tasking, attention to detail and the ability to work under 
pressure will be required to be successful in this position.   
 
The post-holder will support the Operations Director in the delivery of project works as agreed 
with the Chief Operating Officer, and will deputise for the Operations Director in their absence. 

 

Working Hours: 
 
The post is full time, 52 weeks per year. The working hours are 40 hours per week, 8.00am - 
4.30pm, Monday to Friday (30 minutes unpaid for lunch). Holidays for a full-time candidate are 27 
days per year, which must be taken during the school holidays, as well as 8 Bank Holidays. 
 
This position requires a level of flexibility and the successful applicant will be expected to work 
additional time after hours as required to meet the school needs. They may also be required to 
work occasional Saturdays or Sundays to support planned school events. 
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Person Specification: 
 
 Essential Desirable 

Education 

 
Health and Safety certificate (IOSH/ 
NEBOSH) or other qualifications in 
facilities management or related area  
 
GCSEs or equivalent at grade C/5 or 
above including Maths and English 
 

Project Management qualification 
(PRINCE 2 practitioner or other) or 
equivalent  

Experience 

 
Proven managerial or 
supervisory experience within 
a facilities or support services 
environment 
 
Proven ability to lead and manage both in 
house teams and external suppliers. 
 
Experience of costing work, purchasing 
and working within budgets 
 
Knowledge of Health and Safety practices 
 
Experience of supervising and appraising 
staff 
 

Worked or working within an 
educational environment 
 
Experience of building maintenance 
and refurbishment projects 
 
Experience of working within listed 
buildings 
 

Skills 

 
Effective communication skills, both 
written and verbal 
 
Strong IT skills 
 
Good organisational and time 
management 
 

 
Planning application process 
 
Understanding of RIBA stages, 
including briefings, designing, 
constructing and operating building 
projects. 
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 Essential Desirable 

Skills 

 
Good organisational and time 
management 
 
Evidence of leading a team where 
outcomes remained outstanding or 
improved under their leadership 
 
Ability to work under pressure 
 
Ability to make informed decisions and 
use own initiative 
 
Be a team player who is able to develop 
and sustain supportive working 
relationships with colleagues both within 
and outside the school 
 
 

Knowledge in Safeguarding of 
children 
 
Ability to adapt to changing and 
conflicting demands 

Personal 
Qualities 

Confident 
 
Cooperative 
 
Friendly 
 
Punctual 
 
Reliable and trustworthy 
 

Lead and inspire teams 
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Below is a summary of the key responsibilities of the Facilities and 
Operations Manager.  

 
Team Leadership: 

• Manage the facilities and operations team, ensuring the team work efficiently and effectively 
to meet the school's needs.  

• Daily liaison to coordinate the school calendar with facilities, academic and support staff 
requirements ensuring the smooth running of daily school. 

• Hold and manage departmental meetings inclusive of toolbox talks any relevant Health & 
Safety or industry changes. 

• Work closely with the other heads of support and academic departments. 
• Ensure training of staff within your is kept up to date and staff have the required skills to 

conduct their work in an appropriate and safe manner. 
• Abide by and implement the school policies and procedures. 
• Ensure all work carried out is to the highest standards and quality. 

 

Planned & Reactive Maintenance: 

• Prioritise and organise planned and reactive workload for all areas of responsibility. 
• Overseeing the school’s helpdesk system inclusive of workload prioritisation. 
• Management and control of the school’s estate asset register. 
• Ensure daily monitoring of the swimming pool and its plant is undertaken and appropriate 

adjustments made to meet compliance guidelines. 
• Oversee furniture and display set up and take down. 
• Ensure the school post and parcels are collected and distributed.  
• Ensure the school minibuses are checked daily and maintained to road worthy standards. 

 
Health, Safety & Compliance: 

• Ensure that all areas of the school’s estate are safe and compliant at all times. 
• Promote a positive and strong health and safety culture within the school. 
• Maintain up to date knowledge and records relating to relevant legislation and the 

Independent Schools Standard Regulations (ISSR). 
• Ensure Health and safety legislation and procedures are complied with at all times. 
• Review and own actions from fire and water risk assessments and health and safety audits. 
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• Ensure that all equipment and chemicals are used and handled correctly at all times, in 
accordance with manufacturer’s instructions and COSHH Regulations. 

• Conduct site audit and inspections, own actions and drive through to completion within 
agreed deadlines. 

• Take a proactive approach towards your own development in line with health and safety 
standards. 

• Support school fire drills and lockdown processes. 
• Oversee our life safety systems maintenance inclusive of servicing and resolution of any 

reported remedials. 
• Support the Operations Director with insurance inspections to critical plant inclusive of 

LOLER, PUWER & PVI inspections. 
• To ensure that departmental risk assessments are regular reviewed and updated. 

 
School Events: 

• To attend weekly calendar meetings and consider the operational impacts of each event  
• Be involved in, and have oversight of key processes that are cross departmental such as 

open days, parents’ evenings and alike. 
• Establish event and room set up reference information.  

 
Contractor Management: 

• Liaise with external providers to ensure cost effective contracts are in place and these are 
regularly reviewed alongside the school and departments performance expectations. 

• Review and manage alongside the Operations Director the schools PPM planner to ensure 
contractors and booked in for planned works and clear communication is provided to 
internal stakeholders on works, timings and spend. 

• Develop and maintain relationships with key contractors reporting any contractual issues to 
the Operations Director. 

• Review current safe systems of work to improve our control methods towards external 
contractors and suppliers. 
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Budget Management: 

• Work closely with the Operations Director to ensure accurate budgeting and forecasting of 
Operational & Capital Expenditure. 

• Be comfortable in challenging costs with suppliers for goods and contractors for services 
delivered. 

• Raise purchase orders & track spend via finance trackers held. 

 
Project Management: 

• Assist the Operations Director with the oversight of refurbishment projects. 
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Closing Date for applications: 9.00am on Friday 9 May 2025 

Interviews: Thursday 15 May or Friday 16 May 2025 

https://www.bancrofts.org/about-us/employment-opportunities/



