


Queen Margaret’s

Established in 1901, QM is an independent boarding and day school for girls aged 11-18. You will find
us in glorious parkland about six miles south of York. But we are much more than our surroundings,
we are more than a school:

We’re a home from home,
A family of learning and belonging,
In a truly inspirational setting.

We are somewhere each and every girl can thrive,
Where they’ll be happy and healthy,
Grow their knowledge, skills and confidence,
And make friends for life.

Somewhere that’s the bedrock for success,
Opens up opportunities and possibilities,
Inspires them to forge their own future,
And gets them ready for life, whatever their calling.

We nurture girls to fulfil their ambitions,
To realise their potential,
To become the best women they can be,
And give them an amazing start in life.

Girls do so much better in single-sex education and here we see our pupils engaging enthusiastically
in a range of activities - academic, sport, extracurricular and social. No airs and graces, no frills or
make-up, just girls getting stuck in, and having fun while they do it. They achieve academically
(outstandingly so), they come from a variety of backgrounds and, with an increasing emphasis on the
level of support available, we are proud to continue making a QM education possible for an
increasingly diverse range of girls. Our girls have homes in York, Ripon, Thirsk, Newcastle upon
Tyne, Inverness, Hong Kong, Madrid, Frankfurt and Bangkok. Many girls board, not because they have
to, but because they want to. The girls are the focus of life at QM and are at the heart of everything
we do. It’s this focus and an individualistic approach that allows our girls to carve their own path, and
flourish as formidable, independent women.

Working at QM

We are an equal opportunities employer and actively seek applications from candidates of all genders
and all backgrounds. We employ around 170 staff, with over 90 teachers, and the majority of staff
live within 30-45 minutes of the School including York, Hull, Leeds and Harrogate.

Working in a boarding school is an experience like no other. The sense of community is very strong
and the opportunity to get to know both girls and staff is more apparent than would be the case in a
day school. There are lessons on a Saturday morning and our term dates are shorter than schools in



the state sector, although we adhere wherever possible to the half term dates of the local authorities
in order to support our staff with children of school age.

Most girls stay at school after their lessons finish each day, either because they are boarders or
because they are involved in activities. There are a variety of enrichment activities and clubs on offer
including horse riding, squash and tennis coaching plus clubs as diverse as debating, fashion,
philosophy and swimming. We have extensive sports facilities and all girls play hockey, lacrosse,
netball and rounders as well as an array of other sports. Day girls are able to stay until 19:00.

Job Description
Facilities Administrator
The Facilities Administrator will report to the Estate Manager/Health and Safety Officer and their
Assistant in the effective delivery of Estate Services, including health and safety, to the school. The
Estate Department is a busy department which looks after the school’s Estate and ensures
compliance with health and safety requirements. As part of a small team, the role will be to assist
with the day to day running of the Estate Office and health and safety compliance. This is not an
exclusively office-based role and the duties will be many and varied.

Working Hours
Hours of work are 40 hours per week, full year, normally between the hours of 08:00 and 16:30.
There is some flexibility on the hours and pattern of work, subject to prior agreement and the
appointee will be expected to be willing to be flexible with the timing of breaks to accommodate the
needs of the Department, for example for deliveries and dealing with contractors. Some weekend
work should be expected; in the region of four or five days per year to include Speech Day at the
start of July which is a full, long day for the whole Estate team and you will also be expected to work
on May Bank Holiday.

Duties
The primary role of the Facilities Administrator is to provide support to the Estate Department. The
Facilities Administrator must be willing and flexible, and the following list is not intended to be
exhaustive:

● Support the Estate Manager to maintain and implement a robust health and safety culture
● Monitoring, updating and responding to repair requests through the internal ticketing system
● Checking requisitions for compliance, allocating to specific trades and issuing job sheets to

the tradesmen. Updating ticket on completion of the work
● Dealing with personal enquiries and telephone or email requests in the Estate Office.
● Assisting with the programming of all preventative maintenance servicing and statutory

inspections
● Purchasing for the running of the Estate as required and maintaining a purchase ledger

(identifying where purchased items are used, matching delivery dockets with invoices,
recording all costs etc)

● Processing and maintaining holiday, overtime, sickness and TOIL (time off in lieu) records for
Estate personnel and logging the work time sheets onto the project/maintenance analysis
spreadsheet

● Day to day management of central estate key collection.



● Day to day management of the school vehicle fleet
● Coordination of health and safety meetings, producing agendas and the accident/incident

report
● Monitoring the school's waste streams and arranging additional collections when necessary
● Meeting and escorting visitors and contractors as required by the school’s safeguarding rules
● Liaising with all school staff to schedule programmed work and provide updates
● Regular reading and recording of all electricity and water meters as required
● Arranging appointments and escorting meter reading agents (water and electricity)
● Routinely measuring levels of heating oil in tanks, placing orders for oil deliveries and

escorting tanker drivers around the site and recording delivered quantities to each tank
● Assisting with the preparation and running of school events where Estate involvement is

required such as the end of term Speech Day and bonfire  night
● Routine checking of all contractor documentation including permits to work, ELI, method

statements etc
● Assisting with the coordination of staff moves for onsite accommodation and carry out

inspections of accommodation as required
● Assist in the maintenance of the asset register of furniture within onsite accommodation
● Assisting with Housekeeping inspections as required
● Sourcing materials for tradesmen as required
● Organising collections and deliveries of machines and equipment not able to be repaired on

site
● Maintaining a store for stock of routinely used equipment and consumables to enable

immediate repairs
● Maintaining the existing stock control system.

Person Specification

The Facilities Administrator must:
● be able to work accurately and efficiently
● be well organised and capable of managing their time effectively
● have exceptionally high standards of discipline and integrity
● have good interpersonal skills; oral and written communication skills
● be computer literate
● be aware of the importance of the safeguarding of young people
● be prepared to undergo appropriate training
● have patience and a sense of humour
● be able to exercise total discretion and uphold confidentiality, when appropriate
● be inspired by challenges and seek to set individual targets
● have energy, drive, enthusiasm and a positive manner.

Safeguarding
All staff members have a responsibility and duty of care to safeguard and promote the welfare of
pupils. Staff must be aware of the systems within the school which support safeguarding and must act
in accordance with the school’s Safeguarding Policy and Staff Code of Conduct. Staff will receive
appropriate child protection training which is regularly updated.



How To Apply
All applicants must complete the school’s official application form, available via this link to our
website https://queenmargarets.com/careers, providing a full career history and names and contact
details for two referees. Completed application forms should be returned to:
recruitment@queenmargarets.com. 

Queen Margaret’s is committed to safeguarding and promoting the welfare of children and young
persons and candidates must be willing to undergo child protection screening appropriate to the
post, including checks with past employers and the Disclosure & Barring Service and will be asked to
bring certain documents to interview to confirm their identity.

Candidates should be aware that, in compliance with statutory guidance, as part of the shortlisting
process the school will consider carrying out an online search as part of their due diligence on the
shortlisted candidates. This may help identify any incidents or issues that have happened, and are
publicly available online, which the school might want to explore with the applicant at interview.
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