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Job Description: Estates Manager 

Reporting to:	Operations Director
Location:	Ark Central Office (EdCity) with travel to nurseries
Contract:	Permanent
Working Pattern: Full-time 
Salary:	c. £40k

About the Role
Part of the Ark charity, Ark Start is a start-up nursery venture aiming to ensure that every child has access to an excellent early years’ education and that families have access to flexible and affordable childcare. Ark Start currently has 7 nurseries in London and are planning to expand quickly over the next year.
The successful candidate will be passionate about Ark’s mission and values. They will excel in a range of different duties (including premises management, buildings compliance, asset management) all while demonstrating high levels of attention to detail in their work.
The role would suit a dynamic Estates Manager with a strong sense of social justice, who would relish the challenge of building the Estates function for Ark Start. With the support of an established infrastructure within the wider charity, this role would suit someone keen to take a lead across Premises, with the opportunity to develop further in a fast-growing start-up organisation.

Key Responsibilities
· Working with the Operations Director, set up and maintain an Estates Management system for Ark Start, to include
· ticketing to manage all premises requests and requirements from the nurseries
· contracts and agreements for contractors and suppliers
· scheduling for regular maintenance checks and audits
· reporting on issues, actions and resolutions
· Detailed manuals for each nursery specifying regular checks and responsibilities and how to raise issues, especially for nurseries on School sites to determine SLAs.
· Ensure all settings meet or exceed statutory requirements
· Ensure all compliance checks (including health and safety audits and fire assessments) are carried out regularly and all actions are followed up promptly.
· Maintain a robust compliance calendar, asset registers and evidence packs for Ofsted readiness.
· Lead incident reporting and root cause analysis for estates-related HS&E events and implement corrective and preventative actions.
· Champion safeguarding by ensuring environments, access controls and site procedures protect children, families and staff.
· Ensure all reactive and planned maintenance is carried out promptly and effectively
· Develop and deliver Planned Preventative Maintenance schedules across all nurseries and optimise response and resolution times for reactive works.
· Develop sustainable environmental and energy efficient systems to contribute to financial efficiencies.
· Standardise site checklists and opening/ closing routines, upskilling managers on premises checks where applicable.
· Be flexible and able to respond to situations as they arise, including emergency situations.
· Manage and supervise contractors while working on the nursery sites.
· Working with the Ark Procurement Team, engage and manage preferred suppliers and contracts for premises (including M&E, cleaning, grounds, waste, security and compliance testing) leading on reviews with suppliers to ensure SLAs are met.
· Develop strong relationships with host schools and set up regular meeting structure to ensure operational smooth running.
· Work with the Finance Manager to drive financial savings through standardisation of fixtures, finishes and equipment, setting up framework agreements, competitive tendering and efficiency of ordering/ use of sites.
· Working with the Operations Director, set up and manage an appropriate Estates reporting structure for key stakeholders.
· Working with the Finance Manager, develop and maintain an asset register.
· Support the Ark IT Team to ensure devices are managed in line with the asset register.
· Ensure Ark Start look and feel policy is implemented in nurseries.
· Develop and maintain risk management, incident reporting processes and business continuity plans.
· Work with the Head of Operations in Yorkshire to ensure that nurseries in the region follow the same structure and process (using the same Estates Management System) as London.

Other
· No job description can be fully comprehensive, and from time to time the successful candidate may have to undertake other professional duties as directed by the Operations Director.




Person Specification: Estates Manager 

Qualifications
· IOSH certification (desirable)
· Relevant Health & Safety qualifications and/ or willingness to undergo training, as required

Knowledge & Skills
· Experience in building maintenance, ideally within an educational setting
· Knowledge of, and experience of using, building management systems and MS Office
· Experience in managing service/ maintenance contracts and supervising contractors
· Understanding of, and ability to apply, regulations (eg. health & safety, fire, manual handling)
· Skills in general maintenance to manage minor repairs (desirable)
· Must be able to meet the physical demands of the role

Personal Qualities
· Genuine passion for, and a belief in, the potential of every child
· Strong alignment with Ark’s mission and values
· Strong communication and interpersonal skills, comfortable and confident working with internal and external stakeholders at all levels
· Ability to make sound judgements and assess potential problems
· Professional integrity and resilience, understanding importance of confidentiality & discretion
· Thrives in fast paced and often ambiguous environments, with the ability to multi-task and prioritise competing deadlines
· Highly collaborative and flexible approach
· Customer driven, pragmatic, action-oriented style

Other
· Right to work in the UK (essential)
· Commitment to equality of opportunity and the safeguarding and welfare of all students
· Willingness to undertake training
· This post is subject to an enhanced DBS check

Ark is committed to safeguarding and promoting the welfare of children and young people in its academies. In order to meet this responsibility, its academies follow a rigorous selection process to discourage and screen out unsuitable applicants.
Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link.
We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link.
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