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Site Manager

Job Details

	SALARY RANGE:                        
	£27,139.78 - £31,329.20

	CONTRACT TYPE:
	Permanent 

	RESPONSIBLE TO: 	 
	School Business Manager

	ACCOUNTABLE TO:  
	Principal   

	HOURS OF WORK: 
	7:00-10:30am and 2:00-6:00pm (Monday to Thursday)
7:00-10:00am and 2:00-6:00pm (Friday)  
· 37hrs, 52 weeks per year, 25 days holiday per annum (option to take up to 10 days of the holiday allowance during term time)
· Possible alternative core working hours subject to negotiation



Job Purpose
· Ensure that the school buildings and grounds are maintained to the highest possible standards, providing a clean, safe and secure environment for pupils, staff and members of the public;
· Manage third party contractor relationships, ensuring that work is carried out to the highest possible standards whilst obtaining the best value for the school; 
· Provide input into the strategic direction of planned facilities projects with a view to taking ownership of projects as they progress. 

Job Duties
Supervision
· Supervision of contractors on a daily basis, ensuring that they adhere to strict safety standards, the school’s specifications and the highest quality of work is carried out;
· Supervision of the cleaning contract to ensure strict adherence to cleaning schedules so that the school maintains the highest possible standards at all times;
· Supervision of facilities lettings as required;
· Supervision and line management of two Housekeepers.

Security and Safety
· Maintain all aspects, safety and security of the premises and its contents, including fixtures and fittings, the school perimeter and the operation of fire and intruder alarms;
· Carry out regular checks of CCTV and alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned;
· Be the first key holder providing out of hours access to the school site when necessary;
· Ensure the buildings and gates are locked and unlocked at appropriate times, including daily opening and closure of the school building;
· Check at the end of the day that all windows, doors and gates are locked, lights switched off, and gas and electrical appliances are turned off;
· Set security alarm systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures;
· Manage and monitor the door access system;
· Manage and monitor regular collection of refuse, recycling of waste including any hazardous waste disposal in a safe and appropriate manner;
· Manage and monitor the weekly fire testing procedures and report any faults;
· Liaise with the School Business Manager and Principal on priorities of maintenance and improvement work to ensure work is carried out in order of priority; 
· Undertake regular health and safety checks of the school premises;
· Prepare the required premises for lettings, undertaking security and cleaning supervision where required;
· Perform duties in line with health and safety regulations (COSHH) and take actions where hazards are identified, reporting serious hazards immediately and agreeing a course of action;
· Carry out Legionella control, maintaining water log book and weekly flushing of all outlets;
· Monitor safety of school grounds including play equipment, MUGA and areas used by children during the day to minimise risk of accidents;
· Provide safe access to the school site in cold weather conditions;
· Monitor traffic on site and review parking to ensure optimal safety;
· Organise the moving of furniture, staging, paper, equipment, deliveries etc. in line with health and safety procedures. 

Lighting and Heating
· Ensure the premises is adequately heated and lit including identification of problems, maintenance and operation of the plant room, keeping records of any action taken and repairs made;
· Check lightning and replace bulbs where necessary;
· Ensure maximum energy conversation either though equipment repairs or procedures. 

Cleaning
· The cleaning of emergency spillages, sickness, other bodily fluids, foods etc. during the day;
· Maintain cleanliness and tidiness in all corridors, central areas and the school hall (to include floor);
· Manage and participate in the deep clean of the school during the summer holidays;
· Ensure that all areas of the school are free of litter and debris and that the entrance to the school is well maintained;
· To take particular care of the school site and specific areas that could be hazardous to pupils when affected by adverse weather conditions;
· Take responsibility for the maintenance of cleaning tools and products, including arranging replacements and ensuring good stock levels.

Repairs, Maintenance and Internal Decoration
· Undertake and manage general and emergency decoration, repairs and maintenance around the site, inside and out;
· Plan a schedule of maintenance, including seeking estimates from contractors where necessary. 

Administration and Organisation
· Obtain the appropriate number of quotes from contractors, obtaining approval from the School Business Manager and communicating with contractors, resolving any issues which may arise during the course of work undertaken; 
· Ensure all supplies required for site management are ordered in a timely manner, whilst being mindful of budget constraints;
· Create and maintain effective filing systems so that all information is easily available when requested;
· Maintain an up to date inventory of tools and equipment;
· Maintain the register of all routine safety checks around the site to ensure safety of all people on the school site;
· Provide a termly report detailing work undertaken and associated costs. 

General
· Be committed to the safeguarding and promotion of the welfare of pupils;
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to an appropriate person;
· Contribute to the overall ethos, work and aims of the school;
· Seek professional development in line with the duties of the role;
· Undertake any other duties and projects as appropriate as requested by the School Business Manager and Principal. 

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and task but sets out the main expectations of the school in relation to the post holder’s professional responsibilities and duties.


































Person specification

	Criteria
	Essential Qualities
	Desirable Qualities
	Method of Assessment

	Qualifications
	· Educated to a satisfactory standard in order to communicate effectively both in written and oral form
	· English and Maths qualifications
· Health and Safety qualifications
· First Aid at Work qualification
	A/I

	Experience
	· Caretaking/Cleaning
· Building maintenance
· Some DIY (including decorating)
· Working in a team
	· Managing a small team of staff
· Working with contractors
· Security, including alarm systems


	A/I

	Skills and knowledge
	· Basic principles of site management
· Good knowledge and understand of the importance of health and safety regulations
· Ability to work flexibly, independently and as part of a team
· Basic DIY skills (ability to repair damaged or defective resources)
· Ability to plan, organise and prioritise to support with anticipating and reducing risks and meeting deadlines
· Use of basic power tools and other equipment to make repairs and improvements
	· Leading Health and Safety and Risk Assessment across the school
· [bookmark: _GoBack]Knowledge of Microsoft Office applications

	A/I

	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
· Ability to work under pressure and prioritise effectively
· Commitment to maintaining confidentiality at all times
· Commitment to safeguarding and equality
· Embraces change well
· Deals with difficult situations effectively
· Good timekeeping
	· Able to work flexibly and out of school hours as required
· A willingness to contribute to the wider life of the school
· An interest in professional self-development

	A/I

	Physical requirements
	· Be reasonably fit to carry out the duties of the job
· Able to carry out some manual handling and lifting
· Able to carry out work at high levels using appropriate equipment
	
	A/I
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