




Job Description
Job Title: Sites Manager	
Responsible to: Senior Sites Manager   
Responsible for: Sites Staff
Salary Scale: Grade E (point 10-14)
Core Purpose of the Role:
To provide an efficient and effective site management / caretaking service to the school in order to achieve a secure, safe, healthy and attractive environment.
Specific Responsibilities:
Health and Safety
· Ensure all relevant health and safety legislation including Trust policies and protocols are adhered to and keep relevant H&S records accurately and up to date.
· Report emergencies in the case of faults with gas, electricity and water supply to the Senior Sites Manager and Facilities Manager.
· Ensure clear and safe access to the school such as clearing snow and gritting when necessary and the removal of debris and moss etc. 

Maintenance  
· Ensure heating plant and equipment is efficiently and effectively operated. 
· Undertake first line maintenance of fixtures, fittings and paintwork; minor repairs as a temporary measure after break-ins and vandalism; minor repairs to fixtures, fittings and furniture.
· Ensure water systems are maintained, serviced and checked in accordance with water hygiene regulations and document findings as required.
· Temporary making good of colour wash e.g. when cabinets are moved, and the blotting out of graffiti.  Making good of paintwork e.g. touching up scratch damage or minor redecoration of rooms including plastering repairs etc.
· Unblocking sinks, taps and waste pipes and other minor plumbing tasks.

Cleaning
· Ensure the building is cleaned in accordance with the Respect Collaboration Trust Facilities Team specification, ensuring toilet areas are cleaned daily and monitor cleanliness during the day to maintain high standards.






· Maintain outside areas of garden, MUGA and land drainage and carry out regular inspections of the area and boundary fences and report any concerns directly to the Senior Sites Manager.
· Ensure that gullies, drains etc are kept free from debris and that the school and grounds are litter free and maintained to a high standard. Arranging to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease traps etc and clean up spillages as required.
· Ensure the safe disposal of waste materials and its availability for collection.
· Organise and undertake on a pre-planned basis the stripping, resealing and polishing of floors, washing / repainting of walls, cleaning of furniture and deep cleaning as required.
· Clean the internal face of external windows and other internal glass within the limitations of safe working practices.

Facilities Management and Security
· Maintain the security of the premises and its contents in accordance with the school’s requirements.
· Opening a school early to allow contractors to complete works before students arrive or locking and securing a site late if a contractor needs to complete work or a meeting or event is being held in the school.
· Monitor personnel visiting the site such as contractors, representatives of utilities (gas, electric) and monitor any work being carried out. Report any concerns to the Senior Sites Manager as soon as possible
· Carry out duties associated with the booking of school facilities and to attend any reasonable letting or use of school after normal working hours, if required. Ensure facilities are welcoming to the community.
· Co-ordinate with the PAT testing is carried out in a timely manner.
· Undertake visual checks in accordance with the Electricity at Work Act, including PAT testing labels/dates and visual checks of fixed electrical items ensuring EICR certification is completed and in date.
· Undertake legionella water temperature testing and document findings, making Senior Site Manager aware of any issues.
· Ensure CoSHH regulations are adhered to including safe storage and use, completing and updating CoSHH risk assessments and data sheets, and the availability and use of PPE.
· Ensure fire safety by regular checks and tests including fire evacuation drills.
· Carry out programmed H&S related testing and document the findings.
· Identify areas to be included in the annual action plan through discussion with the Senior Sites Manager. 









· Control the provision of toiletry and personal care items including requisition, storage and distribution of such items.  Including the replenishment of soap, paper towels and other toiletries and personal care items in all areas of the school. 
· Monitor the stock levels of consumable items such as grit, toiletries, light bulbs/ tubes and cleaning materials and report low levels to the Senior Sites Manager.
· [bookmark: _Hlk66353418]If required provide a delivery / porterage service to other sites as identified and collect any items for return. 

Emergencies 
· Deal with emergencies i.e. gas, electric and water supply issues, liaising with the Facilities Manager and Head Teacher.
· Attend out of hours call outs. Assists call out Security Guard when required, if necessary, organise repairs or liaise with Police or Fire Service.

Culture and Ethos
· Foster a positive school culture where all members of the school community feel safe and valued and pupils are motivated to achieve their full potential.
· Promote high expectations for all staff and students, ensuring a consistent approach across the school.
· Uphold and embed RCT’s values in daily practice, ensuring a shared vision among staff, pupils, and the wider community.
· Actively engage with stakeholders to strengthen relationships and enhance pupil support networks. 

Be available to provide any of the above tasks at any of the Respect Collaboration Trust sites on a temporary or permanent basis.

To undertake additional duties as commensurate with the post.




Person Specification
Qualifications
Essential:
· Relevant professional qualification (e.g. IOSH Level 3) or willing to work towards.
· Health and safety certification.
· Full UK driving licence and ability to travel between Trust sites.
Desirable: 
· Leadership and Communication Qualification.
· Sustainability Qualification.

Experience
· Experience in facilities or site management, within a multi-site organisation.
· Proven track record in managing maintenance.
· Experience overseeing external contractors and managing supplier relationships.
· Experience leading and developing teams across multiple sites.
· Strong problem-solving skills with the ability to make strategic decisions under pressure.

Skills and Knowledge
Essential:
· Fire Safety.
· CoSHH.
· Legionella Awareness.
· Asbestos Awareness.
· Good communication skills.
· Time Management and Organisation.
· Problem-solving and Critical Thinking.
· Knowledge of basic repairs and maintenance.
· Basic IT skills, ability to use computers and other technology for record-keeping and communication.
· Setting maintenance and repair priorities around the school.
Desirable: 
· Knowledge of RIDDOR / HSE.
· Risk Assessments (creating and implementing).
· Knowledge of CDM regulations.
· Safeguarding.







Personal Attributes
Essential:
· To work collaboratively within the team to devise and implement appropriate support for schools. 
· The ability to create and sustain good working relationships with all stakeholders.
· Excellent interpersonal and organisational skills.
· Ability to prioritise work and make effective use of time.
· Proactive, take initiative to identify and address issues.
· Good communication skills to interact effectively with school staff, students, and visitors.
· Good teamwork and leadership skills.
Desirable: 
· Open to learning new skills.
· Adapting to changing situations.
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