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	Galley Hill Primary School & Nursery


TITLE OF JOB
:  
SITE MANAGER




GRADE
:   
H4 / H5


1. JOB OUTLINE

1 a) REASON JOB EXISTS

· To be responsible for all matters relating to the satisfactory operation of the school’s building, grounds and equipment.

1 b) DUTIES










· Ensure that the school site is secure and well maintained.  This includes

· regular Health and Safety checks –  weekly reports, termly audits and relevant risk assessments

· monitoring of utility usage

· operation of the school’s heating plant

· locking and unlocking and collection of litter

· monitoring the work of the cleaning staff

· periodic, emergency and daily cleaning of designated areas of the school building and grounds according to schedule of work and the school’s needs; cleaning of all incidents and accidents during the day 

· maintenance duties which may include repairs and improvements to furniture, equipment and fixtures, and decorating tasks 

· some grounds maintenance work

· general porterage duties, including movement of furniture and equipment within the school and such other duties which may arise from the use of the premises
· Devise and manage the school’s building maintenance programme

· Manage the school’s  access , hiring and lettings  policies and procedures

· Liaise with  the school’s partners, premises hirers and clients in order to ensure that an excellent service is provided

· Manage the selection, evaluation and monitoring of external contractors.

· Manage the appointment ,induction, training and performance of premises staff, in order to create and maintain a high level of customer care

· Manage the deployment of premises staff, in order to ensure appropriate levels of cover especially during evenings, weekends and holiday periods.

1 c) EQUALITIES

· Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop

1 d) HEALTH AND SAFETY

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.
1 e) CRIMINAL RECORDS BUREAU 

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure is essential.
1 f) ADDITIONAL INFORMATION

· .The postholder is required to contribute to and support the overall aims and ethos of the school. All staff are required to participate in training and other learning activities, and in performance management and development as required by the school’s policies and procedures

** The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be necessary.













2. SUPERVISION

· The postholder is managed by the Headteacher and / or the Deputy Head
· The postholder manages the school cleaning staff.
3. JOB CONTEXT

· The post holder carries the lead responsibility in the school for the smooth running of the premises. The school site is used both for extended curriculum activities and for community purposes by external hirers.  The school is available for approved activities throughout the year. The post holder will manage access to the school and key holding arrangements and ensure that hirers adhere to the agreed policies and procedures.

· The post holder  provides reports and recommendations, both written and oral, to the senior leadership team and to relevant governor committees on his areas of responsibility

· The post holder needs to be prepared to work during evenings and weekends, within the limits of a 37 hour working week.

· The post holder is a designated key holder of the school for emergency access to the site.  (The Alarm Company will respond to all alarm callouts.) 
· The post holder will ensure the premises are kept clean, hygienic and safe and will spend part of the working week and holiday periods on cleaning duties. The balance of work will be reviewed from time to time according to the changing needs of the school. Any overtime will be agreed with the headteacher before hand - unless an emergency.

4. CONTACTS
· Governors and senior staff of the school

· Teaching and support staff

· Building trades contractors and suppliers

· Community leaders and hirers of the school’s premises

· Caretaking, cleaning and maintenance staff.

The site manager meets a lot of people during the day and it is vital that he builds and maintains good relationships with them all. 
5. KNOWLEDGE, EXPERIENCE AND TRAINING

· Evidence of managing complex demands with a high degree of customer satisfaction is essential

· Accredited management training is desirable

· Knowledge of the main requirements of health and  safety legislation  and good practice relevant to the post is essential

· Flexibility and sensitivity to the needs of a wide range of users is essential

· Evidence of a strong commitment to  the school as the centre of its community is essential

6. PHYSICAL EFFORT

Some lifting of heavy loads is, subject to appropriate manual handling requirements, required.
7.  PROBLEMS AND DECISIONS

· advising the headteacher of faults to the buildings, fixtures and fittings which require specialist attention, ordering work when delegated to do so in accordance with the school policy
· monitoring and ordering an adequate stock of appropriate materials and equipment
· liaising with contractors on site to ensure minimum disruption to the work of the school
· ensuring contractors work in a safe manner, reporting any concerns to headteacher and using correct procedures regarding asbestos.
8. WORKING ENVIRONMENT

The job may include clearing up blood or other bodily fluids of children after accident or sudden illness.

PAGE  
4
Galley Hill Primary School & Nursery Site Manager

