
 
 
ESTATES MANAGER 

JOB DESCRIPTION, CONDITIONS AND PROFILE 

For the purposes of this document the use of the word “he” is taken also to mean “she” 

 
Hazelwood 
Hazelwood is an independent co-educational Prep School for children aged between 4 and 
13 years of age.  It has a linked nursery (on a separate site 2 miles away), The Nursery and 
Early Years, which caters for children between the ages of 3 months and 4 years.  In 
September 2020 we will have almost 600 children across the two sites.  The Prep School is 
situated in 25 acres of grounds with phenomenal views over the North Downs.  The nearest 
town, Oxted, is situated one mile away and has excellent mainline rail links into London.  The 
M25 is easily accessible.  Further details about the school can be found on the 
www.hazelwoodschool.co.uk website. 

General 
The Estates Manager is the senior and lead member of the Estates Team comprising 
Grounds staff (x3) and a Facilities Manager. He reports directly to the Bursar. He is 
responsible for the general upkeep of the Estates and Grounds, for their safety, security and 
development. He also provides the maintenance duties on both the Hazelwood and Laverock 
sites. 

The Estates Manager will drive the productivity of the Estates Team ensuring that 
Hazelwood (school and nursery) boasts ‘best in class’ facilities and grounds. He will deploy 
resource as the relevant task demands it through regular and effective team planning 
meetings ensuring that tasks are completed on time and to a high standard. 
 
He will actively assist the Bursar in ensuring that all appropriate Health & Safety issues are 
addressed and that the school and nursery (in respect of property and facilities) are 
compliant with the most recent ISI Regulations. 
 
He will be a proactive individual with a good grasp of project (and forward) planning. He will 
have the confidence to make recommendations to the Bursar for areas of improvement 
within the grounds and facilities.  He will maintain and develop the Three Year Maintenance 
Plans for both school and nursery using these to guide on-site areas for focus, repair and 
development. 
 
He will manage his time successfully so that there is an appropriate balance between hands-
on maintenance and administration whilst allowing necessary time for both. This is not an 
office based role and the Estates Manager will be expected to lead his team by example 
through commitment, hands-on action and attention to every detail. 

Job Description 

Grounds 
Manage the Head Groundsman, the Estates Assistant and the Gardener and other staff 
who may be co-opted or employed from time to time to assist in the Grounds function. 
 
 
 
 

http://www.hazelwoodschool.co.uk/


 
Oversee the general maintenance and tidiness of the Grounds which includes all external 
areas ensuring their care, health and appearance to create the best and lasting first 
impression.  The tidiness, health and maintenance of gardens, shrubs, flowers and trees. 
The cleanliness of paths and walkways. 

 
In conjunction with the Head Groundsman, recommend ground developments to improve 
the estate. 
 
Monitor and supervise the upkeep and maintenance of all plant and grounds’ equipment 
and the Grounds stores 
 
Liaise with the Sports department to ensure that service standards are properly maintained. 
 
Maintenance 
Be the principal individual responsible for the maintenance of the school and nursery 
properties. 
 
Monitor and supervise the upkeep of buildings 
 
Working with the Bursar, develop a planned programme of improvements produced as a 
result of regular inspection. This programme will form the basis of the annual works wish list  
to be presented to Governors for scrutiny and approval. 
 
Recommend to the Bursar a programme of decoration for external and internal work. 
 
Attend quickly and without delay to defects, repairs and requests reported via Maintenance 
Request email. Keep an effective record of tasks completed. This task is to be completed in 
partnership with the Facilities Manager. It is the job, however, of the Estates Manager to 
prioritise the jobs and delegate them appropriately amongst the team. 
 
Tender, appoint and oversee contractors to a planned and agreed schedule of works.   
 
Comply with Finance Policies and procedure protocol by securing three quotes for each area 
of planned work. 
 
Facilities 
Be responsible for the management and motivation of the Facilities Manager and other staff 
who may be co-opted or employed from time to time to assist in the Facilities function 
 
Ensure that all school events planned receive the necessary and prompt support of the 
Estates team to ensure their smooth and efficient operation. 
 
Plan ahead and proactively secure agreement from the event leader as to what support is 
required.  
 
General Management Duties 
To achieve these tasks, the Estates Manager is to control and operate within a budget set by 
the Bursar. He should develop an annual schedule of work which is agreed by the Bursar and 
the Property Governor. 



 
The Estates Manager will be responsible for developing an Approved Contractors List and 
complete a Contractor’s Briefing Sheet for all estimates and enquiries. Furthermore it is his 
responsibility to ensure that all Contractors, whilst on site, are compliant with the school’s 
Contractors’ Policy and that all aspects of H&S are strictly observed. 
 
He should establish an account with appropriate local suppliers in consultation with the 
Finance Manager. He should establish, maintain and account for a stock of appropriate 
tools at the School’s expense. He is encouraged to seek affiliation with appropriate 
professional bodies to ensure that skills and information required for the task are current. 
Value for money should be sought at all times without compromising on quality and 
efficiency. 
 
In conjunction with the Bursar and Property Governor, the Estates Manager will award 
projects to the contractor who he feels is best placed to complete the task.  It will be the 
shared task of the Estates Manager and Bursar to ensure that all work is carried out within 
budget and to the school’s satisfaction. 
 
The Estates Manager will sign off all projects and ensure that the contractor has fulfilled his 
obligations before work is paid for. 
 
The Estates Manager will develop and maintain an annual service schedule for all aspects 
of the school and nursery’s property. This will include all regulatory checks (e.g. for 
Legionella) and boiler and electrical safety. These records will be available, electronically 
and paper copy, for review by the Bursar at all times. 
 
He will oversee and drive the PAT testing of all electrical appliances and notify staff of the 
need to have any electrical appliance bought onto site PAT tested. The schedule should be 
maintained and reviewed to ensure all appliances are tested within the required 24 month 
time frame.  It is likely that the Estates Manager will be trained (by the school on 
appointment) to part-carry out the PAT testing as required. 
 
He will maintain effective records of all certification and documentation for all works carried 
out on both sites. 
 
The Bursar may, from time to time, instruct the Estates Manager to prepare one-off reports 
(e.g. glazing audits) or to contribute to ongoing reports and documentation (e.g. Rolling 
Maintenance Plan). It is the job of the Estates Manager to cooperate fully with these 
requests subject to workload at the time of asking. 
 
The Estates Manager will ensure that all his team receive the necessary training in all 
aspects of their role. He will make recommendations to the Bursar for a schedule of training 
courses. Full records will be kept by the Estates Manager of all training and refresher 
courses undertaken. 

The Estates Manager and his team will support the teaching staff in their endeavours.  He 
should build and maintain strong working relationships which result in providing the best, and 
safest, learning environment for the pupils of Hazelwood School and Nursery



Driving Duties 
The School operates a daily pick up and drop-home service for some children. The Estates 
Manager is expected to oversee this programme as well as ensuring that the mini buses are 
maintained in a clean and fully working (and compliant) order (in partnership with the 
school’s Fleet Manager). There may be other occasions, such as off- sites visits, where 
driving duties may be required. The Estates Manager will require a clean driving licence. 
The Estates Manager is currently required to assist at morning drop off to oversee pupil, 
staff and parent safety in the car park. 

Co-operative Work with the Estates Staff  
As Leader of the Estates Staff, the Estates Manager must be flexible and willing to 
undertake tasks in any aspect of the estates team role. 
 
Health & Safety  
The post of Estates Manager carries with it risk  of  personal injury and professional 
competence in judging the impact of defects on buildings and people, and in carrying out 
repairs. The following are examples of areas of risk which will require formal assessment 

 Manual lifting 

 Working at height and with ladders 

 Working with electricity, plumbing and plant 

 Working with power tools 

It is important that the Estates Manager understands the relevance of each, is able to 
conduct Risk Assessments for each and only allows members of his team, or visiting 
contractors, to operate when fully trained in and aware of the risks of each area. 

Conditions 

Employment & Management 
The employment is as Estates Manager to Hazelwood School and Hazelwood School 
Nursery & Early Years. Your immediate Line Manager is the Bursar. 
 
Hours of Work 
The routine hours of work are from 08.00 to 17.00, Monday to Friday inclusive with an hour 
for lunch. Lunch is provided free of charge during term time.  There will be occasions when 
weekend or after-hours caretaking or other work is required, for which overtime payment will 
be authorised. During School holiday periods hour of work are 08.30 to 16.30. 
 
Salary  
The School will expect to pay a salary up to £40,000, depending on qualifications, skills and 
experience. The agreed figure is gross and is subject to PAYE, NI and any other stoppages 
or benefits due. Salaries are paid monthly in arrears on or about the 28th day of each month 
into your bank account. 
 
Holiday 
You are entitled to six weeks holiday per annum, one of which is to be taken during the 
Christmas break when the School is closed. Bank and other National holidays are 
authorised outside this entitlement. It is the job of the Estates Manager to manage the 
holiday scheduling of the Estates Team so that there is always appropriate cover and 
personnel on school site at all times of the year.



Uniform   
The Estates Staff are expected to dress practically to suit their role, but also smartly as they 
will be seen as the School’s representatives by parents and the local community. 
Employees are expected to wear an approved uniform which will be purchased by the 
School. 
 
Medical      
Employees are expected to take reasonable steps to maintain an adequate level of fitness 
and health throughout the period of employment. The Employer does not provide private 
medical insurance cover. Both Hazelwood and Laverock are non-smoking sites. See also 
the Employer’s Sickness Policy. 
 
Disclosure The School is committed to safeguarding the  welfare  of children and you will be 
required to apply for Enhanced Disclosure through the Criminal Records Bureau. The 
revealing of an undisclosed criminal record could jeopardise the agreement between the 
Employee and the Employer. 
 
Appraisal All employees are expected to participate in an  appraisal  process which takes 
place each year before the announcement of any pay award is made, normally in late 
Summer or early Autumn. This is an opportunity for employees to express their wishes for 
future professional development, as well as for the School to express its view of the 
employee’s progress and its proposals for employee development. 
 
Training Staff are expected to co-operate with plans for development professional training, 
paid for by the School. Any such requirement will either become clear as a result of the 
annual appraisal or at the request of the Employee. 

Profile 

The profile of a successful Estates Manager is likely to demonstrate qualities of: 

 Being able to lead a team successfully, motivating them to give of their best 
whilst also being a co-operative team player with a flexible and adaptable 
approach to the working environment.  

 Integrity, honesty, loyalty and reliability. 

 Diplomacy, discretion, patience and humour. 

 Desire to become involved in the wider aspects of school life 

The individual should be able 

 To work alone, unsupervised and with proven initiative. 

 To prioritise and delegate tasks successfully. 

 To plan ahead and to anticipate requirements. 

 To be both reactive and proactive in equal measure. 

 To show an understanding of H&S requirements and demonstrate 
commitment to ensure compliance at all times. 

 To work under pressure and within tight lead-times. 

 To operate within a budget. 

 To set a good example of conduct and behaviour for all pupils 

 To demonstrate computer literacy and competency at spreadsheet creation 

 



As the provider of maintenance services for Hazelwood, school and nursery, the Estates 
Manager should be able to demonstrate some or all of the following: 

 skills as a carpenter with appropriate qualifications. 

 experience as a painter and decorator with appropriate qualifications. 

 a proven knowledge of building construction and maintenance. 

 some working knowledge of and practical experience in plumbing, heating, 
electrics and bricklaying. 

The individual should have 

 A clean driving licence. 

 A can-do attitude 

How to apply 

Candidates for the post should apply by completing an Administration Application Form, 
which can be found on our website, along with a covering letter and sent to Mrs Lorraine 
Ashlin, HR Manager. Alternatively, you can apply electronically via the TES Website 
https://www.tes.com/ 
 
Please be aware that stand alone CV’s will not be considered. 

The closing date for receipt of applications is Friday 12th June 2020. It is hoped that the 
successful candidate will take up the position by the beginning of the Autumn Term 2020.  An 
earlier start date is possible subject to discussion.   
 
The position will be offered subject to a satisfactory enhanced DBS disclosure and the 
completion all relevant background checks. 
 
The school will reimburse all reasonable travel costs incurred. 
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