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Site Manager - Job Description
Salary - Scale 6
Hours and working pattern: 
36 hours per week, full time, all year round. 
Holiday to be taken during school holidays.  Additional overtime may be paid when needing to cover for other site staff duties.

Responsible to: 

The Senior Premises and Facilities Manager, School Business Manager and SLT
Key liaisons:

Groups / individuals undertaking lettings at the school  

Contractors / builders 

Local Authority Assets Team 

Local Authority Health & Safety Team

Catering Team 

IT Team 
Cleaning Contractors

Site Staff across the Federation
Job Purpose:

The postholder shall be responsible for the day to day smooth running of the school premises under the direction of the Senior Premises and Facilities Manager, Head teacher and School Business Manager.  The postholder shall ensure that all duties are undertaken with particular regard to Health & Safety and provide a courteous and friendly reception to all people.
The post will mainly be based between Brackenbury and Wendell Park with some occasional support being provided to the Site Manager at Kenmont.  The ability to travel between the school sites is therefore a necessity of this post. As is the ability to use ICT to maintain electronic records of premises and Health and Safety documentation.
Qualifications/Training

· Manual Handling
· Health & Safety
· Use of Ladders
· Cleaning bodily fluids
· Trade qualification/training/experience in more than one discipline
Main Duties and Responsibilities
General

· To adhere to relevant legislation and guidance for Health and Safety including DfE and Local Authority regulations, Safeguarding and Equal Opportunities, legionella, COSSHH, PAT testing. Including keeping electronic and paper records of these.

· Support in the preparation and undertaking of the Annual School Health and Safety Audit

· Ensure the completion of tasks within the Premises Inspection Schedule of daily, termly and annual duties.
Security and associated duties

· Carry out security procedures for school buildings and grounds ensuring the school is secure at all times.

· Act as a Key holder and respond to out of hours calls if required. 

· Open and close the school premises for schools use, maintenance and emergency services.

· Check the proper operation and function of alarms and fire equipment, conducting relevant practices and update records (paper and electronic) in consultation with Senior Premises and Facilities Manager.

· Ensure emergency exits are not obstructed.
· To support the Senior Leadership Team in the event of an emergency alarm during the school day

· Liaise as necessary with emergency services.

· Report acts of vandalism to the Senior Premises and Facilities Manager, headteacher and police as necessary.
· Undertake any remedial repairs as required to secure the school site.
· Take all reasonable steps to ensure visitors to site park sensibly and only in designated areas. Take reasonable steps to prevent unauthorised parking.
· To implement (with Senior Premises and Facilities Manager) visitor protocols (monitoring gates) at school pick up and drop off times
· Undertake banking requirements including carriage of monies and other items to and from banks and post offices as requested or directed by the SLT and / or School Business Manager

Heating, hot water and ventilation

· Check and control heating and hot water systems and boilers with due regard to appropriate safety requirements.

· Report all defects to the Senior Premises and Facilities Manager School Business Manager or Headteacher 
· Liaise with contractors to facilitate repairs
Emergencies, Cleaning & Hygiene
· Clean spillages as required, including bodily fluids

· Carry out regular checks of toilets areas ensuring they are clean and have sufficient hand towels, soap etc. 

· Attend to any bursts, leaks, floods and breakages as appropriate.

· Ensure access for emergency services, assisting as necessary and securing premises as required.

· When required clean windows (internal and external)

Maintenance and handy person duties.

· In liaison with the Senior Premises and Facilities Manager, plan work to be carried out on a regular basis. Keep a log of all requests for repairs, record when work has been completed, ensuring work is completed in a timely fashion, especially where a Health and Safety or security issue has been identified.

· Check the faults book and address any minor faults and repairs
· Carry out general maintenance and repairs in line with personal skill set.
· In the absence of the Senior Premises and Facilities Manager, ensure that contractors on site are managed with full regard to health and safety and report to the Senior Premises and Facilities Manager any concerns. To be responsible for signing job completions as required ensuring that contractors leave the site 
· To maintain and monitor the school Premises Development Plan

· Undertake repairs, preventative maintenance and improvement programmes. 
Internal maintenance
· Undertake minor repair and maintenance work, including: -

· Carpentry: - Basic carpentry i.e. easing doors, boarding up broken windows etc. Undertake minor repairs to fixtures and fittings including desk, tables and chairs etc. 

· Painting:-. Be responsible for redecoration of any area of the school as required under the direction of the Senior Premises and Facilities Manager
· Plumbing:- Basic plumbing i.e. repairing leaking taps, renewing ball valve washers and floats, clearing blocked toilets, etc.  

· Electrical:- Basic electrical repairs (not including mains circuitry) e.g., replacing plug fuses, light tubes etc.  
· General: Carry out minor repairs to school equipment as required or report to Senior Premises and Facilities Manager if specialist repair is needed.

· General:- Minor plaster repairs, minor repairs to floor covering, removal of graffiti, replacing fixtures and fittings, e.g. toilet roll holders, brackets, shelves, cupboards, plus minor repairs to fencing, paths, drives and playgrounds, minor glazing repairs.

External maintenance

· Maintain general cleanliness and tidiness of the school grounds, ensuring whole site is kept free of litter.

· Empty litter bins on a daily basis

· Clean and clear all drains and gullies to ensure affective operation. 

· Inspect exterior of school buildings and repair or report any defects.

· Undertake any designated gardening duties, such as weeding, leaf clearance, pruning if required, setting up games equipment, marking playgrounds and car parks as required.

· Clear snow, ice, moss etc as appropriate and ensure there is an adequate supply of grit.

· Inspect playground and outside areas for dangerous materials and dispose of safely.

· Keep gutters and drains clear

· Carry out any other minor works to improve the site.

Finance and ordering

In liaison with the Senior Premises and Facilitates Manager:
· Report low stocks and supplies for premises.

· Deal with contractors for ongoing maintenance of the premises as required
Deliveries and post

In liaison with the School Business manager:-

· Take delivery of parcels delivered to school, unpack and store / distribute stock to relevant staff.

· Ensure when possible that mail or deliveries to school are notified to the School Business Manager as soon as possible and stored safely.

Furniture moving

· Move such items as required by school staff

· Set up hall in preparation for functions, assemblies and performances as required. etc.

All other duties as defined by the Headteacher within the scope and grading of the role.

Personal Specification

	Criteria
	Essential
	Desirable

	Professional and Personal Qualities
	· Capable, calm and thorough

· Commitment to supporting the aims and ethos of the school

· Good organisational skills 

· Effective interpersonal and communication skills

· Ability to encourage, support and motivate colleagues 

·  Self-motivated with drive, initiative, and a high degree of pro-activity
	· 

	Knowledge and Experience
	· A willingness to learn and show initiative

· Knowledge of equal opportunities
	· Previous experience working within building maintenance, construction, or facilities management.
· A sound understanding of H&S Regulations as they apply to Facilities Management, and how they are applied in an educational environment

	Skills
	· Ability to undertake building and plant repairs and maintenance
· Excellent time management skills
	


