
 

 

Job Description:  Premises Administrator 

Grade:   PS5.1 

Annual Salary:                  £17,479 actual (£21,943 FTE) 

Hours:   25 hours per week over 52 weeks per year 

Working pattern: Monday to Friday 8am to 1pm with no break, or 8am to 1.30pm with a 30 
minute unpaid break. Time to be split between the two schools on a flexible 
basis with an expected 60% to West Ewell Primary School and 40% to Auriol 
Junior School. 

Responsible to:  School Business Manager and ultimately the Head of each school 

Main Purpose: To provide administrative support as a member of the schools’ Finance, 
Premises and Administrative teams as directed by, and under the 
supervision of, the Business Manager. 

Background 

The School Business Manager works across both Auriol Junior School and West Ewell Primary 
Schools. The Premises Assistant role is part of a new premises structure across both schools. The 
post holder will be required to work flexibly across both schools and may be required to travel 
between sites (5 to 10 minutes’ drive) during their working hours. The post holder must be able to 
drive and have their own vehicle.  

Specific Professional Duties 

All staff at Auriol Junior School and West Ewell Primary Schools (the Schools) act with honesty and 
integrity; have strong knowledge, keep their knowledge and skills up-to-date and are self-critical; 
forge positive relationships; and work with families in the best interests of their children. 

Staff at the Schools must have professional regard for each School’s ethos, policies and practices and 
maintain high standards in their own attendance and punctuality. They will be good team players 
who are supportive of colleagues, accessible, keen to share ideas and be a role model in aspects of 
their practice. They will show flexibility and be keen and willing to take on change and challenge but 
may need the guidance of a coach or mentor. They will be open and receptive to improvement, show 
a commitment to their continuing professional development and may be growing in their 
independence. 

 

 



 

Premises Administrative duties: 

 To work closely with the Caretaker(s) / Premises Assistant(s) at the Schools to monitor and 
maintain the Schools’ Premises Helpdesks, prioritising items according to their urgency and 
communicating any updates to staff who have raised jobs. 

 To co-ordinate urgent and routine maintenance and inspection works across the school that 
cannot be resolved by the Caretaker, including: 

o Clarifying the work that is required; 
o Exploring the most cost effective method of achieving resolution; 
o Seeking quotations and in doing so adhering to the Bourne Education Trust’s 

procurement rules; 
o Seeking approval of quotations from the Business Manager prior to proceeding with 

works; 
o Raising purchase orders for works; 
o Liaising with the Business Manager and Caretaker(s) / Premises Assistant(s) to agree 

dates and times for works; 
o Escorting contractors around the site as required; 
o Liaising with contractors to ensure that works are delivered in line with the approved 

quotation; 
o Liaising with the Business Manager in relation to quality assurance for the completed 

works; and  
o Notifying and liaising with colleagues in relation to works where applicable. 

 To monitor the Schools’ statutory inspections, under the supervision of the Business 
Manager, and ensure that these are all kept up to date and that the Schools’ remain 
compliant, with all school inspection records maintained effectively and up to date. 

 To co-ordinate the Schools’ lettings arrangements, including: 
o Updating the Schools’ Lettings Terms and Conditions on an annual basis and, once 

agreed by the Business Manager, circulating this to potential hirers; 
o Liaising with organisations letting the premises to obtain the pre-letting 

documentation required by the school, including signed terms and conditions; 
o Liaising with organisations to confirm bookings once pre-letting documentation has 

been received; and 
o Liaising with the Finance Officer to confirm invoicing requirements for bookings and 

with the Caretaker(s) / Premises Assistant(s) for any hirer requirements. 

 Raise purchase orders for premises-related supplies as requested, securing approval from 
the Business Manager prior to proceeding. 

 Update the Schools’ Travel Plans annually, in liaison with SLT as appropriate. 

 Update premises related policies in liaison with the Business Manager. 

 Undertake and keep up to date premises risk assessments for approval by the Business 
Manager. 

 In line with the Schools’ Child Protection and Safeguarding policies, obtain up to date Safer 
Recruitment information from contractors prior to agreeing work with them, and ensure that 
this is shared with the school’s HR and Admissions Officer to update on the Single Central 
Record. To notify reception whether contractors are due and fully vetted so the appropriate 
supervision and lanyard is provided. 



 

 To build and maintain positive working relationships with the Caretaker, wider school staff 
and regular contractors in order to successfully fulfil the requirements of the role. 

 To support the Business Manager in meetings with external contractors in relation to more 
extensive premises projects as required. 

 To support the Business Manager in the preparation of documentation to support the issuing 
of contract tenders (for example, cleaning or grounds maintenance contracts) as required. 

 To attend and actively contribute to the weekly Premises meetings. 
 

General administrative duties: 

 Attend and actively contribute to the weekly Finance, Premises and Administrative team 
meetings. 

 If required, manage visitors (including but not exclusively premises contractors) into the 
Schools, ensuring safeguarding procedures are followed. 

 Answer the telephone and take messages as required, maintaining a professional approach 
at all times. 

 Support the Business Manager in their capacity as Data Protection Lead including 
undertaking Data Protection Impact Assessments. 

 Support other members of the Finance, Premises and Admin team as directed by the 
Business Manager. 

Surrey has the responsibility for and is committed to safeguarding children and young people and for 
ensuring that they are protected from harm.  This post is subject to an enhanced DBS check and 
Children’s Barred List check.  
 
As part of our safer recruitment procedure, shortlisted candidates are required to bring to interview 
original documents to confirm their identity and right to work in the UK.  Please familiarise yourself 
with our Safeguarding Policy. 

 

 

 

 


