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APPOINTMENT OF ESTATES OFFICER  

Grade 4/5 
 

Closing Date:   Wednesday 26th February 2020 

 

Salary:    Prorated salary £20,785 (£11.24 per hour) 
 
 
General Information for Candidates 
Old Buckenham Hall was founded in 1862 by Ellen and Margaret Ringer. In the 158 years that have 
followed, the School has become known as one of the leading Pre-Preparatory and Preparatory 
schools in the country. A co-educational school for children aged three to 13, we serve a boarding and 
day community and send children on to some of the best public schools in the UK. Many of these 
pupils leave having achieved scholarships. Regular destinations include Eton, Harrow, Oundle, 
Uppingham and Rugby, as well schools in the Cambridge area and in East Anglia. The School firmly 
believes in a rounded education, where there is a strong emphasis on pastoral care and opportunity 
for all. We believe that happy children who are well taught are given an outstanding platform for 
future success.  
 
Context of the Appointment 
In September 2018, David Griffiths became the ninth Headmaster of Old Buckenham Hall.  His first 
appointment was the new post of Director of Finance and Operations in October 2018. With the 
election of Andrew McGregor as Chairman of Governors from August 2019, this is a new and exciting 
chapter in the School’s history. There has been considerable investment in the past 12 months, with 
more planned for this academic year.  
 
OBH was inspected by ISI in May 2018. We were rated as Excellent in both categories with inspectors 
noting: 
 
‘Pupils of all ages are energetic, enthusiastic, confident and happy learners.’ While the pupils were 
‘well prepared for the next stage of their education which they embrace with confidence and 
excitement.’ 
 
We are looking to appoint staff, who are committed in their approach to education as well as keen to 
explore and contribute fresh ideas. Most importantly, we seek colleagues, who are willing to throw 
themselves into the broader life of the School, but do so with enthusiasm and a sense of humour. In 
return, we offer a beautiful working environment within rural Suffolk. 
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Role  Estates Officer  

Grade 4/5 

Job Purpose 
To help deliver the School's aims and objectives by ensuring the provision of an 
efficient and effective site and facilities service, and a safe, pleasant environment for 
staff students and visitors, which supports teaching and learning. 

Accountable to: The Estate Manager  

Accountabilities (Driving)  
a) To operate the School Minibus route as specified ensuring that pupils are 

collected/delivered to and from prescribed stops on time (allowing for 
changes in traffic conditions). Also undertake journeys to afternoon sports 
fixtures and enrichment classes as and when required.  

b) To ensure that the minibus is kept clean and in good condition, including but 
not restricted to:   

c) Ensuring signs inside the bus are properly attached and in good condition. 
d) Daily visual inspection/checking of tyres, lights, oil, water, fuel 
e) Ensuring that any additional work required is communicated immediately to 

the Estate Manager. 
f) To adhere to all school policies including The School Bus Policy and Health & 

Safety guidelines for minibus drivers. 
g) To liaise directly with parents when necessary. 
h) To check the first aid box to ensure it is up to date. 
i) To perform any other related duties as required by The Estate Manager. 

 
Accountabilities 
(Caretaking) 

Site security 

a) Establish, implement and monitor an effective system for the securing of the 
premises outside school hours taking into account evening activities, lettings, 
Open Days etc. This includes open and closing duties at the start and end of 
each day - if required. 

b) Ensure all alarm and surveillance systems are operational and tested at 
specified intervals, taking appropriate action to resolve any defects in the 
system(s). Keep the Estate Manager informed of all incidents concerning false 
alarms. 

c) Ensure that intruder alarms are set and all points of entry are properly 
secured outside school hours, that all entry control systems, locks and catches 
to external doors and windows are maintained in good working order, and 
that an efficient system for the recording of keys and entry codes used 
throughout the building is established and maintained - if required. 

Premises, plant & equipment 

d) Ensure that premises and grounds are maintained in accordance with agreed 
programmes of planned maintenance, and that emergency repairs are 
identified and actioned promptly. 

e) Ensure that all plant and equipment for which responsible is operational and 
maintained in a safe working condition through a specified programme of 
regular inspection and planned maintenance. 
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f) Carry out repairs to furniture, equipment and the fabric of the building within 
what could be considered the capabilities of a competent handyman. Liaise 
with the Estate Manager regarding repairs beyond the capability of the post 
holder. 

g) Monitor the provision of heating, lighting, water, drainage and other services, 
taking regular readings of all meters, and reacting promptly to failures or 
hazards. 

h) Ensure all purchasing is made within the systems and procedures as laid down 
within the school. 

i) Assist with the cleaning out and feeding of school animals. 
j) Drive site vehicles to carry out duties such as shuttle services, escorting pupils 

to local school trips and collection or delivery of materials or equipment. 
k) Operating site machinery/vehicles to transport furniture and equipment and 

clearance of snow or leaves on site. 
 
Health and Safety 
 
l) Assist the Estates Manager to monitor the work of building and maintenance 

contractors on site, to ensure that it is in accordance with specifications, 
health and safety requirements, and agreed arrangements for minimising 
disturbance to the school community and neighbours. 

m) Carry out procedures in the event of fire, flood, breaking and entering, 
accident or major damage in accordance with school policy. 

n) Maintain waste storage areas and equipment and deal with the disposal of 
waste in accordance with relevant statutory requirements. 

o) Undertake, and maintain records of, tests of fire alarms and checks of fire exit 
routes and fire doors in accordance with statutory and school policy 
requirements. 

p) Undertake first aid training, render emergency first aid to staff, pupils and 
visitors. 

q) Constructively report identified health and safety hazards to the Estate 
Manager. 
 

Communications and marketing 
 
r) Build effective relationships and provide a courteous, friendly service to all 

stakeholders both internal and external. (E.g. pupils, parents, staff, 
contractors, Estates Department, Governors, PTA etc.). 

s) Ensure high profile areas such as entrance halls and main circulation areas are 
unobstructed, clean and maintained to an excellent standard 

t) Ensure that deliveries are distributed to the various locations in the school 
each day, so that reception areas are kept clear. 

u) Assist during school functions or lettings as required, and prior to 
school/public relation events (e.g. open days, concerts, and tours by visitors) 
ensure that the school is checked for tidiness, litter etc. 
 

General 

v) Arrange for the porterage of goods, furniture, equipment and other items 
including errands on behalf of the school. 
 

Training & Development of self and others 

w) Regularly review own practice, set personal development targets and take 
responsibility for own continuous professional development. 
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General requirements All school staff are expected to: 

a) Work towards and support the school vision and the current school objectives 
outlined in the School Strategic Plan. 

b) Support and contribute to the school's responsibility for safeguarding 
students. 

c) Work within the school's health and safety policy to ensure a safe working 
environment for staff, students and visitors 

d) Maintain high professional standards of attendance, punctuality, appearance, 
conduct and positive, courteous relations with students, parents and 
colleagues. 

e) Engage actively in the performance review process. 
f) Adhere to policies as set out by the school. 
g) Undertake other reasonable duties related to the job purpose required from 

time to time. 
 

Review and Amendment This job description should be seen as enabling rather than restrictive and will be 
subject to regular review. 

 
 

General requirements All school staff are expected to: 
 

a. Work towards and support the school vision and the current school 
objectives outlined in the School Development Plan. 

b. Support and contribute to the school’s responsibility for 
safeguarding students. 

c. Work within the school’s health and safety policy to ensure a safe 
working environment for staff, students and visitors 

d. Maintain high professional standards of attendance, punctuality, 
appearance, conduct and positive, courteous relations with 
students, parents and colleagues. 

e. Engage actively in the performance review process. 
f. Adhere to school policies. 
g. Undertake other reasonable duties related to the job purpose 

required from time to time. 
 

Review and Amendment This job description should be seen as enabling rather than restrictive and will be 
subject to regular review. 

 

At Old Buckenham Hall we are committed to safeguarding children and expect all staff and 

volunteers to share this commitment. All successful applicants are required to complete Disclosure 

Application Forms, which means providing criminal conviction information, and must be prepared 

to undergo checks as relevant to the post, including with the Disclosure and Barring Service.  
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PERSON SPECIFICATION 

Skills required 

Ability to work effectively both in collaboration with other 
professionals/teams and also 

   

Essential 

Excellent interpersonal skills, particularly the ability to relate to young 
people, parents, 

    

Essential 

Excellent organisational skills / Time management / Ability to prioritise 
and organise 

 kl d / bl   k  d dl  

Essential 

Basic IT skills, sufficient to maintain records send and receive messages 
e.g. working 
k l d  f f  ff  l  d  l k l (  d  

 

Essential 

Handyman skills Essential 
Undertake general site maintenance including decoration Essential 

Knowledge Base 
Knowledge of relevant health and safety requirements Essential 
Knowledge of security and emergency procedures Essential 
Understanding of child protection issues Essential 
Knowledge of routine preventive maintenance Essential 

Qualifications/Attainment 
 Level  

Caretaking NVQ level 2 Desirable 
Plumbing CITB, C&G, or 

NVQ Level 2 
Desirable 

Carpentry and joinery CITB, C&G, or 
NVQ Level 2 

Desirable 

16th Edition IEE Wiring Regulations  Desirable 
Up to date First Aid at Work Qualification  Desirable 
Possess a Full UK clean driver's licence with D1  Essential 

Experience 
Experience of general handy man tasks Essential 
Excellent time keeping 

 

Essential 
Calm safe approach to driving. Essential 

Attitude/approach 
Honesty and integrity Essential 
Excellent interpersonal skills 

 

Essential 
Conscientious 

 

Essential 
Professional and approachable attitude Essential 
Willingness to learn new skills Essential 
Self-motivated with a positive ‘can do' approach to work Essential 
Reliable and punctual  Essential 
Well Presented Desirable 
Flexible over working hours according to the needs of the school Essential 
 


