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Estates Officer Job Profile and Person Specification

Job title: Estates Officer
Grade: 3
JE number: JE121
Working arrangements: Shift pattern within college operational hours
Location: On campus 
Accountable to: Estates Manager / Estates Team Leader 
Role Purpose
· Help keep college buildings and grounds safe, clean, and ready for use.

· Carry out repairs, maintenance, and support services to ensure the site runs smoothly day to day.

· Work as part of the Estates & Facilities team to provide a high-quality service to students, staff, and visitors.

· Support college operations by responding to issues quickly and professionally.

· Promote safety, sustainability, and inclusion and carry out your responsibilities in line with the college’s values and standards

· Complete all the training required and keep it up to date.

· Take part in the college’s professional development and review process (PDR).


Duties and Responsibilities
1. Provide a proactive, customer focused, professional, and responsive facilities service.
2. Carry out planned and emergency repairs, including basic plumbing, joinery, electrical work, painting, and decorating.
3. Identify and fix building issues, and report anything that could cause future problems.
4. First response to site issues like power cuts, flooding, or severe weather.
5. Open and close buildings as required 
6. Competently operate the BMS, heating and ventilation systems to keep buildings comfortable,
7. Competently use the CAFM system daily to manage tasks, prioritise jobs, and communicate with staff, ensure keeping accurate up to date records of safety checks 
8. Keep plant rooms and risers accessible, clean and tidy.
9. Keep outdoor areas clean, sweep paths, remove litter, empty bins, and clear drains.
10. Ensure paths and entrances are safe during bad weather (e.g. gritting in winter).
11. Support recycling and help the college meet sustainability goals.
12. Set up rooms, move furniture or equipment for exams, events, or lettings which may include out-of-hours work.
13. Drive college vehicles safely and follow fleet procedures.
14. Help with deliveries and mail, including sorting, storing, and posting items.
15. Record utility usage (gas, water, electricity) 
16. Keep stock records up to date and ensure tools and materials are stored safely and in good condition.
17. Work flexibly across sites and shifts, including opening and locking buildings.
18. Be available for weekend or out-of-hours work, including during holiday closures.
19. Respond to emergencies like intruder or fire alarms and coordinate with contractors or security.
20. Support ID checks and patrols with the Security team and assist with safeguarding duties.
21. Promote Safeguarding, Equality, Diversity, Inclusion, and Health & Safety in all aspects of your work.
22. Be an active member of the Estates & Facilities team, contributing to improvements.
23. Maintain high standards of behaviour and professionalism at all times.
24. Carry out any other reasonable duties related to the role.





Health, Safety and Compliance
25. Make sure buildings and grounds are safe for students, staff, and visitors.
26. Maintain up to date compliance records, report issues and keep documentation accurate.
27. Carry out regular safety checks and adhere to risk assessments.
28. Follow all health and safety rules set by the college and the law.
29. Make sure contractors are inducted, follow safety rules, and complete required paperwork.
30. Be trained as a first aider and take part in the college’s first aid rota.
31. Engage in training and development is relevant to the role.
32. Support fire safety by checking equipment and helping during evacuations.
33. Report any safety concerns to your manager or the Health & Safety team.
Equality, Diversity & Inclusion (EDI)
34. Treat all students, staff, and visitors with respect and fairness.
35. Support and promote a welcoming and inclusive environment for everyone.
36. Follow the college’s policies on equality, diversity, and safeguarding.
37. Be aware of and help protect vulnerable individuals, including children and young people.
38. Challenge discrimination and support others in doing the same.

NOTE
This post will be based on a designated campus. However, the post holder will be required to work on any college campus.
This job profile provides an overview of the principal duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.
This job profile does not form part of your contract of employment.







Person Specification
	Role:  Estates Officer
	E/D
	A
	I
	T

	Qualifications:  

	1
	Facilities qualification or relevant experience in a large organisation
	D
	X
	
	

	2.
	First aid qualification or willingness to train towards
	E
	X
	
	

	3.
	Level 2 Math’s and English or equivalent
	D
	X
	
	

	Experience and Skills:

	4
	Experience with facilities and minor works in a college or large site
	E
	X
	X
	

	6
	Experience working with the public and staff, showing professionalism and customer service
	E
	X
	X
	

	7
	Proven knowledge of health & safety and compliance checks
	D
	X
	X
	

	8
	Ability to solve problems and remain calm in emergencies
	E
	X
	X
	

	9
	Strong written and verbal communication
	E
	X
	X
	

	11
	Basic IT skills or willingness to learn
	D
	X
	
	

	12
	Flexible and willing to travel between sites
	E
	X
	X
	

	Personal Attributes:

	14
	Reliable timekeeping
	E
	X
	X
	

	15
	Build positive working relationships
	E
	X
	X
	

	16
	Able to work independently and in a team
	E
	X
	X
	

	Equality of opportunity:

	17
	Understand safeguarding and KCSIE guidance in an FE or multi-site environment
	E
	X
	X
	

	18
	Treat people with respect and promote inclusion
	E
	X
	
	

	19
	Be committed to equality, diversity, and fair treatment
	E
	X
	
	





KEY: 
	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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