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Welcome Letter from the Head Teacher including how to apply 

 
Dear Candidate, 
 
Thank you for your interest in applying for the position of Premises Manager (Temporary Cover/1 
Year) at Eden Primary. I hope that you will enjoy this introduction to the school and that you will 
decide to apply and join our team. 
 
Eden Primary opened in September 2011. We have now reached our 10th birthday and have a 
flourishing and dynamic Jewish primary school in a beautiful setting and building, designed and 
opened in 2012 to create a learning environment conducive to achieving the values and vision that we 
are committed to at Eden. Our first cohort of children moved on to secondary school in Sept 2018.  
 
We are now looking for a temporary Premises Manager to cover a leave of absence for up to one 
year who will join our team and to be involved in continuing to build and take care of our exceptional 
school. 
 
We are an ambitious school community and are keen to find a Premises Manager to complement and 
build our team. They will be a caring individual who would enjoy working with children and with 
considerable drive and an enthusiasm for our inclusive ethos in a Jewish school. They will be organised, 
focused and show high levels of independence and initiative. An ability to work with the school’s 
support team is essential. 
 
We are keen to find a person with high expectations of themselves. Think about your skills and 
expertise and apply for this position if you think it is a good match for you.  
 
I hope that you find the enclosed information helpful. I would be very happy to speak with you to tell 
you more about the school and answer any questions you may have. Please do contact me on 0208 
883 9527 for an informal conversation. 
 
I look forward to meeting you. 
 
With very best wishes 
 
Jo Sassienie, Head Teacher 
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Eden Primary Ethos 

Eden Primary is a Jewish school where everybody is welcome. 

 

The school’s Jewish ethos embraces children from across the spectrum of Jewish belief and 

the wider community on an equal basis. 

 

Jewish, universal and British values are embedded in all that we do. 

 

JEWISH EDUCATION is taught in an open way alongside the culture and traditions of other 

Religions so that all children and their families feel engaged and part of our community. 

 

INCLUSION AND DIVERSITY 

Eden enables every child to develop their true potential by recognising and meeting their individual 

needs in an inclusive and nurturing school environment.  

 

Children value and learn from the diversity and difference within our school and the wider 

community. 

 

CREATIVITY AND INNOVATION 

A love of learning motivated by creativity, curiosity, wonder and achievement is at the core of our 

approach to teaching and learning.  

 

Eden strives for academic excellence achieved through an innovative curriculum integrating both 

Jewish and general studies with high expectations for all children. 

 

OUTDOORS EDUCATION 

Eden fosters a love of nature, the environment and outdoor activity so that the children develop 

self-confidence and well-being and learn how to enjoy, protect and take responsibility for the world 

around them. 

 

Commitment to this ethos leads us to strive for thoughtfulness, reflection and 

sustained excellence building a strong learning community of children and 

adults. 
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What kind of person are we looking for? 

 
PLEASE ALSO READ CAREFULLY THE JOB DESCRIPTION AND PERSON SPECIFICATION FURTHER ON 

IN THIS PACK. 

 In addition we are looking for: 

 An individual with a proven track record of carrying out repairs and general maintenance to 

school premises and grounds 

 An applicant with good knowledge of health and safety requirements and related statutory 

legislation who will ensure the safety and security of the school premises. 

 Someone who enjoys working with and relates well to children and understands the related 

safeguarding issues 

 

Our Commitment to Staff 

We can offer: 

 A vibrant, warm and engaged community of children, parents, staff and governors.  

 The challenge, excitement and rewards of maintaining a beautiful school building and 
grounds.  

 The opportunity to work in a creative and thoughtful environment with a strong and 
committed team. 

 Professional development opportunities. 

 A broad range of responsibilities.  

 A committed and supportive governing body. 
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Person Specification 

Selection decisions will be based on the candidate specification outlined below. At each stage of the 

process, an assessment will be made by the appointment panel to determine the extent to which the 

criteria have been met. When completing your application form and supporting statement, you should 

ensure that you address the person specification and provide evidence of how you meet the criteria 

through reference to work or other relevant experience. 

 ESSENTIAL  DESIRABLE 

QUALIFICATIONS  Good standard of basic English 
and Maths 

 

 NVQ in site supervision or 
equivalent. 

 Health and Safety Training 
 

EXPERIENCE  Experience or general 
understanding of the day to day 
running of a school e.g. heating, 
lighting, water, security and 
maintenance 

 An awareness and 
understanding of key issues in 
relation to contractors, 
safeguarding, risk assessment 
and health and safety 
 

 Experience of dealing with 
primary school children, 
members of a school 
community and the public 

 Experience of implementing 
covid arrangements during 
the pandemic. 
 

SKILLS  Ability to maintain school 
records, information and data 
as appropriate and undertake 
relevant administrative tasks 

 Experience of liaising with 
contractors and outside 
agencies 

 Good communication skills, 
written and verbal 

 Good ICT skills i.e. Microsoft 
word 

 Familiar with a wide variety of 
cleaning tools and equipment 
or be prepared to undertake 
training, the ability to follow 
instructions necessary to 
operate equipment and use 
materials relevant to their job 

 A practical approach to 
problem solving 

 Practical/handyperson skills 
necessary to undertake general 
building maintenance, minor 
repairs, some cleaning and 
porterage duties. 

 Knowledge and 
understanding of Health 
and Safety issues, COSHH 
and relevant legislation. 

 Have the ability to manage 
others, instructing and 
communicating 
expectations 
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 To take on key holding duties 
for the school/be named key 
holder 
 

PERSONAL QUALITIES  Enjoy working with and the ability to relate to children. 

 High levels of motivation and commitment. 

 A positive and determined approach to meeting challenges. 

 An ability to think incisively and strategically. 

 Enjoy working hard. 

 Reliability  

 Excellent organisational and time management skills. 

 Concern for individual and team needs and the ability to cater for 
both. 

 A strong work ethic and resilience under pressure.  

 An ability to multi-task and be flexible. 

 An ability to maintain confidentiality and deal sensitively with 
others. 

 Support for the vision and values of school including our Jewish 
ethos. 

 Commitment to Equal Opportunities. 

 Be ready to manage flexible working hours, to include occasional 
evening and weekend lettings 

 An interest in gardening 

 Awareness of safeguarding children within a school environment 

 Willingness to undertake additional training/staff development as 
appropriate 
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Job Description 

Post: Temporary Premises Manager 

Responsible to: School Business Manager and Head Teacher 

Salary Grade: SO1 - currently £30585 - £31557 gross per annum. 

  Full-time, all year round (5 weeks annual leave) 

Starting Date:  February/March 2022. 
 
Purpose of the post: 
 
To take day to day responsibility for the security and safety of the school site and premises. To be 

responsible for non-structural repairs and maintenance, heating and ventilation and other general 

site services within the establishment.  To oversee the general maintenance and cleanliness of the 

site in order to provide a safe, secure and healthy environment for pupils, staff, parents, visitors and 

other users. 

Job role: 
 

 To be responsible for scheduling, arranging and overseeing annual routine maintenance 
(planned preventative maintenance) of plant and associated systems by pre-agreed 
suppliers at pre-agreed rates, called 'annual statutory checks'. 

 To assist the School Business Manager in developing a planned maintenance programme for 
the site. This will include scheduling, arranging and overseeing routine maintenance by 
appropriate contractors (which may be annual or other intervals) of all other site-specific 
systems including garden maintenance, alarm servicing, kitchen maintenance and associated 
services, to be established in advance with staff and building contractors. 

 To act as one of the main key holders of the site, registered as such with the police and to 
ensure that access to keys and the site is given only to authorised persons. 

 Along with the security team, ensure that all windows, doors and gates are opened and 
closed at appropriate times as specified by the Head Teacher, or a member of the Senior 
Leadership Team in his or her absence. 

 As key holder, to be responsible for attending the site/premises in emergencies, taking 
appropriate action in the case of break-in, theft or fire, including any temporary remedial 
action (e.g. boarding up broken windows, repairing door or window locks) and resetting 
alarms. 

 To inform him/herself about all legislation (and keep up to date with such legislation) on all 
aspects of health and safety relevant to a school site. 

 To work with school security, local police and fire brigade on all aspects of site security and 
fire safety, informing the Head Teacher (or member of the Senior Leadership Team in his/her 
absence) of any health and safety (including premises but not limited to premises) issues 
requiring attention. 

 To take responsibility for arranging the maintenance of emergency equipment e.g. fire 
extinguishers and the proper storage and use of any harmful machinery or toxic materials. 



8 
 

To regularly test fire alarm systems, ensure fire exit routes are left unobstructed and in good 
order and record fire drills. 

 To ensure the safe and efficient operation of all mechanical, electrical and heating services 
on the site including lifts etc. 

  To monitor and take appropriate action to ensure proper and safe levels of heating, lighting 
and ventilation. 

 To undertake minor repairs and redecoration as required, in accordance with agreed 
guidelines, using appropriate tools and equipment. 

  In the case of non-structural repairs and maintenance which cannot be undertaken 
personally, to obtain estimates and evaluate these with the School Business Manager. 

 To deal with contractors (delivering an induction process and checking that a safe working 
system risk assessment has been undertaken prior to commencing work) in order to ensure 
that work is signed off only when it has been completed in full and to a satisfactory 
standard, advising the Head Teacher of any error or omission, submitting written reports 
when required. 

 To ensure and oversee that proper cleaning of the site and premises, including during the 
school day cleaning of the toilets and replenishing toilet requisites as necessary.  In areas of 
the premises deemed to be the responsibility of an appointed cleaning company, to 
supervise such cleaning staff and monitor the performance of the service against a contract 
specification. 

 To undertake cleaning as required including dealing with slippery floors, flood, spillages, 
bodily fluids and planned annual cleaning programmes. 

 To clean and maintain the school site and outdoor areas including removing weeds from 
hard surfaces, removing fallen leaves, litter and other debris and arrange for efficient refuse 
collection from the site. 

 To ensure that all external paths, steps and entrances are clear of debris, ice, snow, water, 
leaves or other hazards and that site and grounds are cleaned and maintained to a high 
standard.  To undertake basic gardening including small scale grass cutting, weeding of beds 
and borders and pruning of shrubs and hedges as necessary. 

 To be responsible for ensuring the removal and porterage of furniture and deliveries within 
the school /site moving small items when this is within the reasonable capabilities of one 
person, following health and safety guidelines on manual handling of loads. 

 To report dangerous or hazardous occurrences (including near misses) and take appropriate 
remedial action in consultation with the Head Teacher. 

 To oversee Health and Safety management across the school, as well as undertake regular 
health and safety risk assessments on the premises, making appropriate recommendations 
for change or improvement to the School Business Manager and Head Teacher as necessary. 
This would also include managing preventative health and safety measures during the 
pandemic. 

 To maintain appropriate records, manual and/or computerised, for all letting, maintenance 
and repairs, ordering of stock and equipment, incidents and accidents involving health and 
safety or security of the site and recording visits to the establishment by authorised persons. 

 To undertake redecoration of rooms or other parts of the site as required from time to time 
by the Head Teacher. 
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 To inform him/herself of the implications of Jewish observance on the management of the 
premises. 

 To be available (within reason and by agreement and for additional pay) for any 'out of 
hours' work to support the school in any lettings of the premises outside school hours 
and/or weekend work. 

 To attend appropriate training courses. 

 To carry out such other duties as appropriate related to premises management within the 
school as requested by the School Business Manager or Head Teacher. 
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HOW TO APPLY 

When are visits to the school possible? 
Visits and conversation with the Head Teacher are strongly encouraged (Covid 19 dependent). 

Ideally you will visit the school when it is in operation but you can also arrange to visit before or 

after school. Please call me, Deniz Ozturk, School Business Manager on 0208 883 9527 or email me 

at deniz@edenprimary.org.uk  to arrange a visit. 

 

Applications are due by Thursday 10th February 2022 or as soon as possible. 
 
Interviews as agreed with candidate, as soon as possible. 
 
Who should the completed application forms be returned to? 
Email your completed application form and your supporting statement or letter to 

Deniz Ozturk, School Business Manager at deniz@edenprimary.org.uk. 

OR 

Please post a completed hard copy of the application form and your supporting statement or letter 

to: Deniz Ozturk, Eden Primary, 79 Creighton Avenue, London, N10 1NR  

 

Shortlisted candidates will be notified by email and references will be taken 

up before interview. 

 
The successful candidate will take up their post in February/March 2022. 

 

For more information about the school please go to our website at www.edenprimary.org.uk  

especially our school prospectus inserts. 
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ADVERT  
 
Eden Primary is a wonderful primary school that welcomes children from all backgrounds, 

integrating the best of general and Jewish education. The school is inspired by the diversity 

and strength of its community, creativity, an inclusive approach to learning, outdoor 

education, excellence and innovation in education. 

 

TEMPORARY PREMISES MANAGER 

Salary Grade: SO1 - currently £30585-£31557 gross per annum. 

  Full-time, all year round (5 weeks annual leave) 

Starting Date:  February/March 2022. 

We are looking for: 

 An individual with a proven track record of carrying out repairs and general maintenance to 

school premises and grounds 

 An applicant with good knowledge of health and safety requirements and related statutory 

legislation who will ensure the safety and security of the school premises. 

 Someone who enjoys working with, -relates well to children and understands the related 

safeguarding issues 

We can offer: 

 A vibrant, warm and engaged community of children, parents, staff and governors.  

 The challenge, excitement and rewards of maintaining a beautiful school building and 
grounds.  

 The opportunity to work in a creative and thoughtful environment with a strong and 
committed team. 

 Exciting professional development opportunities. 

 A broad range of responsibilities.  

 A committed and supportive governing body. 

 
 

Application pack available at https://edenprimary.org.uk/jobs-at-eden/  

For more information contact Deniz Ozturk, School Business Manager: 

deniz@edenprimary.org.uk. 

https://edenprimary.org.uk/jobs-at-eden/
mailto:deniz@edenprimary.org.uk
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Closing date for applications: Thursday 10th February 2022 or as soon as possible. 

Interview Dates:  As agreed with candidate, as soon as possible. 

Eden Primary is committed to safer recruitment and the protection of children and vulnerable adults. All positions will 

require a satisfactory DBS & DBA check. We are committed to promoting equality and challenging discrimination. We 

welcome applicants from all sections of the community. 


