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Burnt Oak Primary School
Medway Council 
Job Description
Designation:


Site Manager – C1
Department:


Education 

Responsible to:

School Business Manager 
JOB PURPOSE: 

The postholder will be responsible for providing flexible, efficient and effective running of the school site to fulfil all school and community use of the facilities.  This includes all activities associated with security, safety and high quality cleanliness and maintenance of the school site.
Responsibilities

Personnel Management:

· Plan all shift patterns to provide cover for events and leasing arrangements, annual leave and absences.

· Supervise the assistant caretaker and liaise with Medway Council on training and best practice, as necessary to ensure high quality.
· Monitor the performance of the assistant caretaker ensuring satisfactory standards are maintained. Undertake cleaning tasks as required, including emergency cleaning as necessary.
· Delegate janitorial, porterage, maintenance and safety tasks appropriately to ensure that the school is kept clean and safe. 

· To provide induction training to new site staff and contract cleaners outlining clear expectations with regards to duties and performance.
Buildings Maintenance

· Advise on and manage the maintenance programme, alterations and additions, including obtaining costings and quotes, checking works and certifying invoices and payment.

· Organise specifications for larger works, obtain estimates, direct works (ensuring health and safety regulations are adhered to) and certify invoices for payment.

· Provide information on state and condition of furniture and fittings.

· Arrange for routine/annual checks to be made to equipment and organise repairs as required.

· Undertake repairs and maintenance work including carpentry, plumbing and general handyman duties.

· Ensure that areas, particularly toilets, are kept clean throughout the day.
· Be responsible for arranging discretionary and reasonable emergency repairs.

· To liaise with the Contract Cleaners regarding arranging and overseeing the premises deep cleans.

Grounds Maintenance

· Carry out minor repairs to paths, paving fences and gates (advise on condition of these and order work where agreed)

· Ensure that the assistant caretaker carries out grounds maintenance work such as cutting grass areas, maintaining trees and shrubbery and weeding etc.

· Ensure that the whole site is clean and tidy and free from litter.

· Be responsible for ensuring playgrounds, paths and access points are free from snow and ice.

· Undertake regular and routine clearance of drains and gullies to ensure that they are kept free flowing.

Emergency Procedures

· Be the main keyholder for the premises/buildings.
· In the event of an emergency; ensure that arrangements are in place for staff to respond to a call out.

· Act as the lead fire warden during fire evacuations, undertaking drills as appropriate. 
· Advise on the closure of the school during inclement weather.

Health and Safety

· Undertake appropriate risk assessments relating to the site and activities and undertake improvements where risks arise.
· Implement good practice for Health and Safety in School.

Customer Care

· To treat pupils, parents, staff, visitors and contractors with care, consideration and courtesy in accordance with the school’s ethos and values.
· To present high standards of personal appearance in accordance with the school’s ethos and values.

· To promote a favourable image of Burnt Oak Primary School to all establishment users in all aspects of the Site Manager’s role.  

Miscellaneous

· Monitor and store securely the equipment provided to you for the same purpose of your work to ensure that it is kept in full working order.

· Ensure availability of adequate supplies of all materials necessary to undertake the duties of the post.

· Make daily inspections of site inside and out to make sure that all equipment is safe and that the removal of any dangerous materials or of objects takes place.

· Although work is based on a regular routine, the postholder may have to undertake additional tasks and will be expected to do so on their own initiative depending of the nature of what is required.
· Breaches of security to be reported to the necessary authorities.

· Monitor and ensure general maintenance of the school’s lighting, heating and boiler plant maintaining records as required. 

· Receive and check goods and supplies delivered to the school and correctly distribute and/or store. Undertake additional porterage duties as requested within Health and Safety guidance, ie Manual Handling Regulations.
· Maintain a Site Manager’s diary and repair book.
Financial Accountabilities

· The postholder has no direct financial responsibilities but will advise the Business Manager on allocation and spend of maintenance budgets.

· Will have responsibility to agree and manage maintenance programme including repairs and redecoration.

Working Environment 

· The post is based and will be working within the school site.

· The postholder will have regular contact with staff, pupils, parents, customers and contractors and therefore will be required to have an enhanced DBS check.

· The postholder will be provided with suitable (including personal protective and safety) clothing which they will be expected to wear.

· The postholder will work as both a lone worker and part of a team. 
Note

Responsibilities will include toilets and shower areas.

On occasion using powered equipment (e.g. vacuum cleaners, polishers, scrubbing machines, wet pick up machines etc).

All duties must be carried out within the codes of practice of the School’s Health and Safety Policy.

PERSON SPECIFICATION

Skills and abilities

· Manage, motivate and supervising a team to meet deadlines and appropriate standards.

· Ability to work effectively with minimum supervision.

· Liaise and communicate confidently and effectively to give and provide information and receive and give instructions.

· Ability to complete and maintain appropriate records.
· General handy person or maintenance experience essential.
· Ability to be able to identify and implement new procedures.
· Ability to prioritise and manage conflicting work-loads and achieve deadlines.
· Good written communication skills.
· To respond quickly and effectively to emergencies or disruptions.
· Practical aptitude of buildings and grounds maintenance.
· Ability to work alone and as part of a team.

Education and experience

· GCSE English and Maths grades A-C or equivalent.
· Proven site experience, preferably though not essentially within an educational establishment.
· Understanding the implications of the Health and Safety at Work Act 1974 amendments (Management of Health and Safety) 2006.

· Knowledge of COSHH regulations.
· Knowledge of Fire Risk Assessments.
· Awareness of health and hygiene procedures.
This job description is subject to review by the Headteacher in consultation with the postholder as appropriate to the changing needs of the school.

Signed:

	
________________________ 

Post Holder
	       ________________________


Headteacher
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