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Dulwich Village C of E Infants’ School

Job Description - Facilities Manager

Salary  

Grade 8 Scale Point   28 – 35, £30,612.00 - £36,870.63
· Hours to be worked per week term time are –

 40 hours  (07:30-12:00 and  14:30-18:00)TBC 
· Hours to be worked per week non term time are –
 35 hours  (08:00-12:00 and 13:30-16:30) TBC 
Reports to: The Headteacher or designated line manager   
Supervises: Cleaners and other premises staff. 

Purpose and context: Ensuring that all school sites are maintained in a safe, clean and secure condition as required, and undertaking such tasks as may be necessary for effective site management. 

Main responsibilities 

Buildings and grounds maintenance

· Undertaking a programme of both preventative and reactive maintenance on site including which prioritises the work required (but not restricted to) carpentry, plumbing, garden maintenance, painting and decorating, 
· Drawing up a list of approved contractors for repairs, maintenance and redecoration, preparing specifications and obtaining tenders, ensuring best-value 

· To ensure all school buildings and grounds are kept to a high standard of cleanliness and presentation, personally undertaking agreed cleaning tasks not included in the schools cleaning specification.
· Keeping outdoor areas clean, safe and litter free.

· Arranging and supervising cleaning within the school to ensure it is of a high standard and complaint with COSHH regulations, replenishing stock of provisions such as soap and towels and to undertake some cleaning if required. To arrange any specialised cleaning required. 
· Liaising with contractors and overseeing any alterations, redecoration, building and maintenance works inside and out  and specialised repair work ensuring it is of a high standard.
· Operating light and heating systems, ensuring all are safe and correctly serviced.( Replacing fluorescent tubes, starters , light bulbs and shades) 
· Collecting and assembling waste for collection. 
· General porterage tasks between sites, including moving and assembling furniture, taking delivery of goods. 
· Ensuring drains and gullies are free flowing and clean 
Health and Safety 
· Ensuring a safe environment for all users of the school. Continually monitoring health and safety opportunities and taking action immediately when required.( for example removing animal waste or clearing snow and ice) 
· Ensuring compliance with all health and safety regulations in respect of matters affecting cleanliness, security and maintenance of all school buildings and grounds, including  but not only COSHH regulations, Fire Systems , Water Hygiene 
· Reporting any serious hazards to senior management.
· Maintaining full and accurate records of activities carried out (ensuring actions are followed through to completion)
Site security and access 

· Undertaking the opening and closing of the buildings at the start and end of the day.

· Providing access to the school out of school hours in relation to emergency repairs, school events or when required.

· Liaising with the security and alarm company to ensure systems are well maintained and operated in the most efficient manner.

· Being the main key holder and dealing with out of hours emergency calls
· Assisting in the agreed procedures relating to lettings/ functions on school premises 

Supplies and stock management 

· Maintaining stocks of materials, protective clothing and equipment as required 

· Ordering premises materials as required by the school

· Overseeing the budget for the grounds maintenance in conjunction with the School Business manager. 
General responsibilities, 
· Meeting with and reporting to the Headteacher and Governing Body when required.
·  General porterage tasks between sites, including moving and assembling furniture, taking delivery of goods. 
· Transporting monies to and from bank and delivering and collecting small items in the locality of the school

· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures and the school’s safeguarding policy
· Any outside activities, either paid or unpaid, must not in the view of the School conflict with or react detrimentally to the School’s interest, or in any way weaken public confidence in the conduct of the School’s business.

· Undergo and meet school conditions for a satisfactory enhanced DBS check.

· Being aware of responsibilities under the Data Protection act for the security, accuracy and relevance of information held and maintained.

· Treating all information acquired through your employment, both formally and informally, in strict confidence

· All employees are required to declare any conflict of interest that may arise before or during their employment.
Person Specification 

Has an understanding of Health and Safety legislation relevant to schools and experience of ensuring compliance.

Has considerable DIY experience and skills.

Is I.T. literate and has good maths, reading and writing skills. 

Has good communication skills and confidence to work with a variety of stakeholders, such as staff team, contractors and suppliers.

Is reliable, motivated and organised. 

Shows a sense of pride and ensures best practise in all aspects of their work. 

Willing to participate in training.
Is a great team player, open and approachable and enjoys working in a school setting.
Proactive and forward thinking in their day to day work, always willing to help where needed. 

Holds a valid driving licence (desirable). 
