
 

Position Description and Selection Criteria 

 

Position Title: Manager of Property and Works 

School/Organisational Unit: Corporate Services 

Supervisor: Director of Business and Finance 

Type of Employment: Permanent, Full Time 

Last updated: December 2019 

Background 

Organisational Environment 

The Anglican Church Grammar School (Churchie) is an independent School for day 

boys and boarders with 1800 students from Reception to Year 12.   

Since its inception in 1912 Churchie has pursued a philosophy of preparing students 

to be well-balanced men, contributing positively to the community. This pursuit is 

characterised by our emphasis on the four tenets of our education program: academic 

excellence, spiritual awareness, personal growth and service. The School’s academic 

program has implemented the National Curriculum and is tailored to assist each 

student reach his potential.  Our aim is to offer world-class educational programs that 

facilitate lifelong learning, by optimising opportunities for leadership, creative 

excellence, and participation for every student.  This combination of academic 

emphasis and an expectation of high standards of personal discipline will provide the 

best platform for success for all our students.  As a member of the Great Public 

Schools (GPS) Association, Churchie participates in a range of academic, sporting and 

cultural competitions against other long-standing Brisbane schools. Churchie is an IB 

World School, authorised to teach the Primary Years Programme (PYP) and the 

Diploma Programme (DP). 

As a community we strongly desire to work with the students, the parents and the 

School itself. We deem this community collaboration an integral part of our School 

operations and contributions. Creativity and innovation are effective through this 

relationship and by constant review we are able to provide high quality education for 

the young men of Churchie. 

Information for Prospective Staff 

Information can be found at www.churchie.com.au  

 

 

 

http://www.churchie.com.au/
http://www.churchie.com.au/


 
Duty Statement 

Primary Purpose of Position 

The purpose of the Manager Property and Works role is to ensure the physical 

buildings, gardens and grounds of the School are presented and maintained to a high 

standard at all times and to develop appropriate frameworks, processes and systems 

to ensure adequate repair and maintenance programmes are in place and adhered to.  

The Manager Property and Works will also oversee various infrastructure such as air 

conditioning, security and alarm systems ensuring these are operational at all times 

and suitable maintenance and upgrades are undertaken as required.  They will 

manage a range of outsourced services such as cleaning, security, waste 

management and grounds maintenance.  In conjunction with the Director of Business 

and Finance, they will also ensure that the School meets all necessary compliance 

and legislative requirements with respect to property and building matters.  The 

Manager Property and Works will also assist the Director of Business and Finance in 

the management of major building projects and will oversee procurement processes 

for furniture, equipment, fittings and other assets required to enable the School to 

undertake its curriculum and co-curriculum programmes. 

 

Please note the School reserves the right to alter this position description based on 

operational needs. 

Key Accountabilities and Performance Criteria 

Duties and responsibilities include, but are not limited to: 

 

Description  Performance Criteria 

Building Maintenance 

Management and delivery of essential day-to-day maintenance in an 

efficient and cost-effective operational manner. 

 

• Buildings, equipment, 

fittings and grounds are 

operational and 

maintained to a high 

standard 

• Projects are well planned 

and managed with clear 

project management 

documentation and 

supervision. 

• Regular maintenance 

programmes are in place, 

audited and within budget 

• Documented planning of 

repairs and maintenance 

and evidence of overall 

asset management plan 

Assist with the planning, management and implementation of minor 

works projects and improvements. 

 

Assist with the planning, management and implementation of major 

works programs. 

 

Development, planning and implementation of preventative 

maintenance programs within approved budget constraints. 

 

Provide advice from time to time in relation to the overall long-term 

asset management strategies as appropriate. 

 



 
Description  Performance Criteria 

Gardens and Grounds 

Management of the ongoing program for the maintenance of all 

gardens and landscaped areas in accordance with best horticultural 

practices. 

 

• Gardens and grounds are 

always presented to a 

high standard 

• Maintenance and 

rejuvenation programmes 

are in place 

• Grounds contractor is fully 

aware and meeting terms 

of the contractual 

arrangements 

• Water quality in the 

Aquatic Centre is always 

maintained at a high 

standard 

• All co-curricular 

programmes have 

facilities and services 

required to conduct their 

activities. 

Management of mowing services for all grassed areas. 

 

Development of strategies aimed at improving efficiency whilst 

containing costs in relation to gardens, grounds and outdoor 

sporting facilities. 

 

Manage cost effective programs for swimming pool maintenance to 

ensure that only the highest health standards are maintained. 

 

Manage the provision of physical facilities for HPE and sporting 

activities particularly ensuring the playing fields are always 

maintained as appropriate for the sport in season. 

 

Procuring of the necessary equipment to support Co-Curricular 

programs. 

 

Database and Systems Management 

Ensure all software systems relevant to management of the 

School’s assets are maintained and data kept updated (e.g. 

AssetWhere, Fixit and other relevant systems). 

 

• Information relating to the 

location and condition to 

the School’s assets is up 

to date 

• Events are well supported 

and coordinated 

• Budgets are well managed 

and adhered to 

• Audit of contractor details 

confirms all 

documentation held  

• Contractors all sign in 

when on campus 

Assist with oversight and implementation of the event Management 

and Facility Hire systems as required to support set up and 

preparation for events. 

 

Utilise the School’s main database (Synergetic) for budget 

management and processing of purchase orders. 

 

Ensure that the School’s Visitor/Contractor Sign In System (Whose 

On Location) is kept up to date with contractor details and that 

contractors adhere to sign in requirements. 

Contract Management 



 
Description  Performance Criteria 

Development and administration of contracts relating to Grounds 

Maintenance, Cleaning Services, Waste Management, Security, 

Alarm and Bell Systems and other ongoing contracts related to asset 

services. 

 

• Contracts are reviewed 

regularly and services 

tendered as required/fall 

due. 

• Regular contract 

administration meetings 

with contractors and any 

deficiencies discussed 

and resolved. 

Ensuring contractual terms are adhered to including the School’s 

own internal policies and procedures as well as legislative and 

statutory compliance matters such as WHS, chemical handling etc. 

 

Other 

Administer all insurance claims related to property/asset damage 

including preparation of claims and liaison with the insurer/loss 

assessor. 

 

• Insurance claims are 

prepared and submitted in 

a timely fashion. 

• Any identified safety 

hazards are dealt with 

promptly 

• Committees effectively 

run, minute and follow up 

action completed. 

Ensure all legislative requirements are adhered with respect to 

Workplace Health and Safety including via contractors and 

tradesmen. 

 

Chair of the School’s Sustainability Committee and events and 

Facilities Management Group. Member of WHS Committee and the 

Risk Management Committee. 

 

Other duties as required from time to time as directed by the Director 

of Business and Finance or Headmaster. 

 

Position Dimensions 

Staff Reporting (directly)  Property and Works/Events Production) 

Property and Works Department; Events Production; Cleaning Contractor; Grounds 

Maintenance Contractor. 

The successful candidate will have: 

• Project Management qualifications (desirable) 

• The successful applicant will have relevant tertiary qualifications and experience 

in successfully leading and managing multi-disciplinary project teams within the 

built environment. You will be a proven leader of large project teams, and have 

the ability to build and maintain relationships in a complex and political 

environment. 

• Sound financial expertise to manage significant budgets  



 
• To be successful in this role, you will be someone who has very strong Project 

Management and Facilities Management experience and is passionate about 

building relationships with others. You will also be an exceptional communicator 

on all levels, possess excellent organisational skills and have a strong work ethic 

which will allow you to thrive working in this environment. 

 

Other Information 
• Churchie is an equal employment opportunity employer and is committed to 

providing a safe and healthy work environment free from discrimination, 

harassment or bullying.  

• Applicants are expected to be committed to the principles of Christian 

education and will comply with the School’s values and code of conduct. 

• Smoking is prohibited in all areas of the School campus which includes but is 

not limited to buildings and vehicles. 

• Staff must familiarise themselves with Churchie policy documents that are 

available on the School’s intranet and take the responsibility to maintain 

currency with these. 

• Applicants must possess (or be eligible to obtain) and maintain a current 

Working with Children Check – Blue Card QLD or be registered with and 

maintain registration with the Queensland College of Teachers. 

 
Work, Health and Safety 

• Take reasonable care to ensure personal safety and health at work and that 

of other persons in the workplace; 

• Observe all safe working practices as directed by the supervisor and the use 

of personal protective equipment as and when provided; 

• Report ALL accidents, incidents and hazardous situations arising in the course 

of work; 

• Apply first aid when necessary. 

 
Student Protection: 
All employees of Churchie are required to familiarise themselves with the Student 

Protection in Anglican Schools Policy and Procedures. It is required they have a 

responsibility for the promotion and safeguarding the welfare of students with whom 

they come into contact and ensure compliance with the Schools’ Child Protection 

Policy Statement at all times.  If during the course of carrying out their duties, an 

employee becomes aware of any actual or potential risks to the safety or welfare of 

children in the school, they must report any concerns with the Student Protection 

Officer immediately.   
 

 

ACKNOWLEDGEMENT 

I have received, reviewed and fully understand the job description for this position.  I 

further understand that I am responsible for the satisfactory execution of the 

essential functions described therein, under any and all conditions as described.  



 
 

Employee Name   Date    

 

Employee Signature     

 

 

Application Process 

Applicants should submit: 

1. A cover letter (1 to 1.5 pages) addressing the selection criteria by 

providing/describing examples of actual work that has been done, or actual 

participation in the relevant activity. 

2. A full resume. 

3. The names, address and telephone numbers of three (3) recent professional 

referees who should be in a position to comment about performance in 

relation to the above criteria. 

(Please note: in the case of those applicants short listed for interview, the 

School may contact your current employer following the interview).   

4. Relevant Academic Transcripts/Records and other relevant qualifications.  

5. A copy of your current Blue Card, or acknowledgement of eligibility to obtain 

a Blue Card 

6. Refer to the Churchie website for further information with specific regards to 

your undertaking that by applying for a role at Churchie you agree to the 

Brisbane Diocese Code of Conduct for Anglican Schools and Education & Care 

Services - Our Commitment: Creating environments for children and young 

people to thrive which applies to all staff and volunteers within the Diocese 

of Brisbane’s Anglican Schools and Education & Care Services (ECS).  

7. All Churchie staff and volunteers are expected to acknowledge this Code, as 

part of their conditions of employment or volunteering agreement.  

Copyright of Anglican Church Grammar School (Churchie) 

 


