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Employment details

	Employee’s Name:
	

	Job title:
	Site Manager

	Reports to (job title):
	Business Manager

	Type of position:
	[bookmark: _GoBack]Site Management 

	Hours of work:
	Minimum of 20 hours, flexible 

	Level and scale point:
	Grade 12

	Job purpose: 
To support with the management and development of the school’s premises and facilities in order to ensure that they are fit for purpose and support the school’s ethos and values providing high quality provision for all pupils.

The post holder ensures the school site is always clean and safe through the performance of various contracts for compliance with health, safety and hygiene.

	Main duties/responsibilities

	Be responsible on an annual basis for managing the buildings and grounds improvement programme alongside the Headteacher

	Be responsible for the management and completion of maintenance tasks as set out in the school’s work schedules

	Support with external improvement projects ensuring access to services required, e.g unlock school.  

	Carry out regular site inspections to identify areas for repair or improvement

	Manage a range of repairs to the school premises and its furnishings, including remedial painting and decorating, fittings and minor improvements, reporting any which require specialist tradesman.

	Respond to incidents as they arise, necessary to ensure the smooth running of the school

	Act as Liaison Officer and accompany contractors and others service providers to required locations on the school site, monitor the safety of their working practices and advise the Business Manager where there are concerns about the quality of their work or the service being provided

	Ensure that all materials and equipment are used in a safe and proper manner, following all guidelines and specifications carefully, and dealing with any breakdowns in equipment, promptly   

	Support the Business Manager with the Site Accessibility Plan

	Adhere to all the relevant Health and Safety policies such as: Arson, Fire, Asbestos Management, Health and Safety

	Work with the Local Authority in regards to inspections and audits for Health and Safety including asbestos and legionella, Annual Surveyor & Mechanical Review 

	Ensure own Health and Safety training is kept up to date

	Ensure the School’s Health and Safety Policies are implemented in regards to the school site such as:
· Test the fire alarm system and emergency lighting, ensuring that any defects are dealt with and keep appropriate records 
· Ensure that all escape routes and potentially hazardous areas are kept free from obstruction on a daily basis 
· Ensure that all fire-fighting equipment is located, tested and results recorded, as regulations require 
· Ensure that inflammable materials for use around the site are safely stored and advice is given on the storage of combustible materials 
· Ensure that dangerous substances and equipment are used and stored safely, in accordance with COSHH regulations 
· Inform the Headteacher of any changes that are required to the COSHH inventory 
· Complete daily site check for dangerous materials which could cause harm to pupils
· Checking and maintaining the play area and outdoor equipment during a weekly walk around
· Organising removal of rubbish from the site as and when necessary 
· Gritting of premises in icy weather as per the Health and Safety Policy
· Ensure external services carry out Legionella and PAT testing checks 

	Support the Business Manager with Health and Safety administration tasks

	As the main key holder, be responsible to the Business Manager for overall security and for ensuring that when closed the school is left in a secure manner. 

	Be available to lock and unlock if required and respond to alarm call outs on occasion, when they arise

	On occasion, manage the setting out and clearance of furniture and other equipment for special activities, as directed by the Head Teacher

	Support with the ordering and distribution of cleaning equipment and supplies

	Occasional cleaning of spillages may be required

	Support with the maintenance of inventories, asset register, servicing and compliance schedules for all tools, apparatus and equipment

	Manage the operation of the school heating systems; ensuring that all plant and equipment operates at maximum efficiency and economy with special regard to energy conservation

	Manage the replacement of fluorescent tubes, bulbs, shades, diffusers, starters etc. as required, using appropriate equipment

	Ground level window cleaning when required

	Manage some additional grounds work, over and above that which is carried out by the grounds maintenance contractors. e.g clear guttering, clear easy accessible drainage from leaves, weed flower beds and remove any weeds from pathways, ensure gardens are tidy



Note:  This job description is not exhaustive and will be subject to periodic review. It may be amended to meet the changing needs of the school. The post-holder will be expected to participate in this process and we would aim to reach agreement on any changes. This job description will be reviewed every three years.

Signed .................................…………………..( Headteacher)

Signed..................................…………………...

Date..........................................
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Site Manager Person Specification



	
	Essential
	Desirable
	Evidence

	Experience
	· Experience of working alongside people as part of a team 
·  An understanding that the needs and safety of the children and staff are of prime concern 
·  Work effectively both independently and as part of a team 
·  An awareness of the need for strict hygiene and cleaning standards
	· Working in a school environment/site management
	A, I, D

	Qualifications
	· Basic training and/or sound experience in one or more of the following: general maintenance, plumbing, electrical/building maintenance, heating systems, grounds work
· Experience or expertise in DIY
	
	

	Skills and Abilities 
	· Ability to prioritise, plan, schedule and meet deadlines and evaluate work
· Ability to be proactive and work on own initiative and manage own workload, within a budget
· Ability to record and pass on information accurately
· A willingness to undertake as necessary training in all aspects of the job including health and safety
· Ability to drive and hold a clean driving licence
· Ability to carry out minor DIY work
	· Knowledge and experience of Health and Safety regulations 

	A, I, R

	Disposition and attitudes
	· Ability to build relationships and to work as part of a team
· Demonstrates excellent communication skills. 
· Common sense and initiative
· To be a proactive member of the school community
· Open-mindedness and patience
· A commitment to equal opportunities
· Ability to maintain confidentiality in all school matters
	· A willingness to contribute to the wider life of the school
	I, R

	Physical attributes and other circumstances
	· Ability to physically fulfil the responsibilities of the post
· Ability to deal with some manual handling
· Reasonable personal presentation
· Excellent punctuality
	· Flexible approach.
	I, R



Evidence
A = Assessed at application
I = Assessed at interview
R = Assessed through references
D = Assessed through supporting documents at interview
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