[image: image1.jpg]e

THE GREEN SCHOOL
TRUST




Job Description

POSITION:

Facilities Manager
GRADE:

PO1
HOURS:

36 hours per week (Shift pattern)
RESONSIBLE TO:
Director of Finance
RESPONSIBLE FOR:
Caretakers and cleaners across both schools
RESPONSIBILITIES: 
· To provide a Site Management service for the Trust
· To be responsible for the buildings security, contents, utilities, portage and minor repairs

· To ensure that the premises are maintained 
· To provide a clean and safe working environment.

· Responsibility for supervision of the cleaning staff and caretakers 

· To manage a budget and ensure compliance with pertinent H & S legislation through inspections and record keeping

· To report to the Director of Finance, the Heads of Schools, the Executive Headteacher and the Directors and Governors on all matters relating to premises

Security

· Opening and closing of site to meet operational needs

· Principle key holder and first point of contact for emergency call-out (Fire, Police etc. and attend site to respond to such call outs)

· To ensure all security measures and equipment are effective and in good working order e.g. perimeter fencing, CCTV and to effect emergency repairs to such equipment until full repair can be carried out

· Ensure all procedures with regard to contractors and visitors on site, especially during holiday periods, are adhered to.

· Report all incidents of trespass, vandalism, theft as appropriate
Facilities

· To ensure smooth running of site and respond to all reasonable requests from staff, site visitors and other legitimate users
· To be responsible for minor day to day repairs to the building fabric and fittings, including remedial painting, plastering and glazing as required
· Carry out a regime of daily/weekly/monthly inspections to identify hazards and maintenance issues

· Plan maintenance schedules for short/medium/long term; arrange resources and personnel to carry out said works

· To manage heating and hot water services to meet the schools operational requirements and safeguarding such services during extreme weather conditions

· Undertake porterage duties as required including the receipt, transporting and storage of goods delivered to site and movement of furniture

· Ensure school grounds and premises are free from litter ; all paths, drives, hard areas and water drainage areas are cleared as required 

· In adverse weather conditions ensure that all paths and drives etc are treated as required to provide a safe environment for students, staff and visitors.

· To operate secure ID system for staff

· Arrange for cover and assist in preparation for all school events

· Liaise and manage on a daily basis all contractors on site in accordance with school and codes of practice
· Monitor contractor quality standards within each programme and implement action plans with Line Manager to address issues raised
· To attend meetings with Line Manager to discuss operational matters and to produce as required records of works carried out etc.

· Arrange for disposal of redundant furniture, chemicals and equipment in line with  codes of practice and waste management legislation

· Assist Leadership member responsible for extended schools to promote the status and arrange site management services as required

· Maintain school grounds through contractors to ensure the estate is maintained to the required standard and recommend improvements to as appropriate.

· To operate a maintenance and repair budget in consultation with Line Manager 

Cleaning

· Plan and manage cleaning specification

· Monitor cleaning standards and methods and materials. Report performance to Line Manager

· Ensure all emergency cleaning requirements are dealt with throughout day when cleaning staff are unavailable

· Deploy staff for re-stocking of towels, soap and toilet paper in all appropriate areas

· Monitor cleaning staff, chemicals and equipment to ensure compliance with relevant H & S legislation

· To initiate requisitions for all cleaning materials and equipment and keep appropriate records for stock control, inventory etc.

Minibus

· Operate booking system for school minibus

· Responsibility to ensure minibus is maintained ready for use and that all services and MOT’s are carried out in good time

Health & Safety

· Responsible for regular checks, testing and records for fire alarms, emergency lighting, call points, water, condition of tools and equipment etc. as required by relevant legislation

· Ensuring correct PPE is available, maintained and that staff are trained in its use.

· Recording of COSHH, Manual Handling and Risk Assessments for all maintenance and cleaning tasks

Personnel

· To deploy assistant caretakers and cleaning staff to relevant tasks and monitor performance; to fully utilize and develop skills and abilities of such staff

· Carry out orientation and safety training as appropriate for site and cleaning staff; to include fire evacuation, use of equipment, PPE and risk assessment details

· Keep personnel documentation such as sickness and absence records

To undertake training and updates for the post as required

· Any other reasonable duties as may be required by the headteacher
Duties

The duties of this post may vary from to time, as required by the Executive Headteacher, without changing their general character or level of responsibility.

Confidentiality

Employees of The Green School Trust may see, hear or have access to, information on matters of a confidential nature relating to the work of The Green School Trust or to the health and personal affairs of students and staff.  Under no circumstances should such information be divulged or passed on to any unauthorised person or organisation.  

Data Protection

Employees of The Green School Trust will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Act 1998.

Equal Opportunities

The Trust is committed to achieving equality of opportunity and expects all employees to implement and promote the Trust’s Equality Policy in their own work. 

Health and Safety 

Staff are required to comply with the school’s Health and Safety policy at all times.

Please note

This job description is designed to outline the main duties and responsibility associated with the post but is not intended to be an exhaustive list of all duties performed. It may be subject to modification or amendment at any time after consultation between the post-holder and the Executive Headteacher of The Green School Trust. These responsibilities are subject to the general duties and responsibilities contained within the statement of contract.
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