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JOB TITLE:			SITE MANAGER

JOB PURPOSE:	The Site Manager is responsible for all aspects of site management, such as site use, supervising external contractors and ensuring all statutory inspections are completed in relation to the health and safety of the school site. The Site Manager manages the cleaning and caretaking team.

ACCOUNTABLE TO: 	Headteacher / School Business Manager

SCALE:			Band 6 Points 23 - 25


Duties and Responsibilities

South Manchester Learning Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

Leadership and Management
· In line with the whole school aims and objectives, to ensure that your vision for Site Management at our school is made reality through careful, thorough planning and preparation.
· Working within and leading a team of staff, to have continual high expectations where standards of work are concerned.
· To motivate and inspire the caretaking and cleaning team to give their best every day.
· To supervise and manage the caretaking and cleaning team to ensure the needs of the school are met on a daily basis, paying attention to detail in all things.
· To fairly delegate tasks appropriately to staff, building on their strengths, to ensure the smooth running of the team.
· To ensure that all members of the team follow health and safety procedures.
· To ensure school terms and holidays are sufficiently covered with staffing.
· To play a full and active part in our half-termly ‘Academy Leadership Team’ (ALT) meetings.


Site Management and Maintenance Duties

· Ensure the routine and emergency opening and closing of school premises as required, including out of school hours. 
· Advise on site development projects and make recommendations on site use.
· Ensure all statutory checks and inspections are completed and recorded in relation to the health and safety of the school site.
· Maintain the security of the school site; all buildings, contents and grounds. Including the operation of fire and burglar alarms and monitoring of CCTV systems and key holder responsibilities. Report any potential security breaches and respond to any alarms or other call outs following agreed procedures.
· 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
· Ensure the maintenance of all buildings, fixtures, fittings, furniture, equipment   and open areas within the site and where possible, personally carrying out an element of planned maintenance or repair work. Arrange larger repairs and obtain quotes from contractors before any work is undertaken or seek prior approval from the School Business Manager if the work is required immediately.
· Ensure contractors and external visitors comply with security and health and safety whilst on the school premises.
· Supervise, monitor, inspect and record work undertaken by external contractors to ensure safe working practices and good quality work. This will include liaison with contractors before and during the work and ensuring the work has been completed satisfactorily.
· Ensure the maintenance and operation of heating, lighting, ventilation plant and equipment, taking into account codes of practice. Ensure minor repairs, replacements and periodic servicing are undertaken where appropriate.
· In consultation with the Health and Safety Officers being aware of use, and measures taken for control, of hazardous or noxious chemicals or materials.
· Organisation, movement and setting out of furniture into specific rooms to meet the demands of the day to day operation of the Academy.

Health and Safety
· Ensure a safe working and learning environment in accordance with relevant legislation.
· Carry out and record regular health and safety checks.

Cleaning Duties
· Design and maintain an effective cleaning rota for the school premises. Train cleaning staff, ensuring that standards expected are clearly defined, and their area of responsibility can be covered within the time frame of the cleaning rota. Re-organise staff duties accordingly when absences arise in order to ensure that priority areas of the school such as bathrooms, corridors and food rooms are cleaned and bins are emptied every day.
· Carry out daily cleaning and ad-hoc duties such as litter picking and arranging the disposal of waste.
· Carry out emergency cleaning duties such as gritting and cleaning up spillages.
· Arrange deep cleans of the school premises in conjunction with the School Business Manager.
· Take responsibility for the maintenance of cleaning tools and products, including arranging replacements, ensuring good stock levels and ensuring COSSH training is delivered. 

Administrative and Financial Duties

· Administration of stock and utilities control systems to ensure continuous availability of products, materials, equipment and services at the site.
· Consultation with the Headteacher, school staff, other Local Authority employees through the Service Level Agreements, contractors and outside agencies on any matter relating to the site or the school in general.
· Completion of necessary paperwork and records including time-sheets, orders, completion certificates and other documents relevant to the post holder’s duties.
· Liaise with the Headteacher on site matters relevant to the post holder’s duties.


Associated Duties

· Porterage of such items as stationery, equipment, materials, furniture, items for disposal etc as required.
· Personal or delegated supervision of use of the building outside normal school hours, liaison with potential users on availability, charges, users’ requirements or any other associated subject.
· Driving the school minibus at the discretion of the Headteacher.
· Attendance at and participation in school meetings and functions as directed.
· Representing the school at meetings with outside bodies and contractors as directed.


To be flexible with working hours:
· Cover for the Caretaker during such instances as holidays and sickness absence. 
· Requirement to work on the occasional Saturday which is paid as additional hours to the main contract, should the need arise, i.e. for a deep clean, lettings, contractor required on site.



General Requirements
All staff are expected to:

· Work towards and support the academy vision and current objectives outlined in the Academy Improvement Plan.
· Contribute to the school’s programme of extra-curricular activities e.g  helping at Open Evening.
· Support and contribute to the school’s responsibility for safeguarding students.
· Work within the school’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Work within the Trust’s School’s Equality Objectives to promote equality of opportunity for all students and staff, both current and prospective.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents/carers and colleagues.
· Adhere to policies and circulars.
· To undertake any other duties commensurate with the grading of the post as directed by the Headteacher.



Name of Postholder:____________________________________________

Signed:_______________________________ Date:____________________ 




Name of Line Manager:_________________________________________

Signed:_______________________________ Date:____________________ 

     PERSON SPECIFICATION
SITE MANAGER
	
	METHOD OF ASSESSMENT 
	ESSENTIAL / DESIRABLE

	1.  Qualifications
	

	Recognised supervisory or site qualification at NVQ3 level or above or the equivalent gained through experience 
	A/C/I
	Essential

	2.  Experience
	

	Evidence of 2-3 years site experience in a complex organisation

Supervising a small team of staff 

Carrying out general maintenance and repairs

Working with external contractors 

Security, including alarm systems


	A/I


A/I

A/I

A/I

A/I
	Essential


Essential

Essential

Essential

Essential

	3.  Knowledge
	

	Knowledge of policies, procedures in relation to school security and management

Good working knowledge of Health and Safety Regulations

Good ICT skills 

	A/I


A/I

A/I
	Essential


Essential

Essential


	4.  Skills & Abilities
	

	Practical skills with an ability to carry out caretaking duties including cleaning, manual handling and minor repair work.

Awareness of COSHH regulations, applying knowledge gained as appropriate.

Excellent communication skills with staff, students and external contractors

Excellent time management and ability to prioritise workloads

To make decisions out of hours when senior staff are not present and report appropriately

Able to plan, organise and prioritise effectively

Maintain confidentiality at all times

Safe storage of equipment and consumables

Responsible key holder for locking and unlocking of premises

Ability to relate well to children and adults within a school environment.


	
A/I/T

A/I

A/I

A/I

A/I


A/I/T

A/I

A/I

A/I

A/I/T


A/I


A/I
	
Essential

Essential

Essential

Essential

Essential


Essential

Essential

Essential

Essential

Essential

Essential



Essential

	5. Attitude and Approach
	
	

	Positive and proactive approach 

Professional but approachable demeanour in relating to all members of the school community. 
	A/I

A/I

	Essential

Essential


* Method of Assessment

A = Application form, C = Certificate, I = Interview, T = Task
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