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Job Specification
	Job Title: Resources and Facilities Manager (Site)


	
	

	Grade: G9
	Job Evaluation Code


	
	

	Reporting to: Headteacher/SLT

	Manager’s Grade: Leadership – Teachers P&C’s

	

	Location: Kettlethorpe High School


	
	

	Service Area: School

	Service Directorate: 
Family Services

	

	Workstyle: Workplace Based


	

	Overall Purpose of the Post: 
To work closely with the head/SLT to create the environment and manage the resources in order to promote and develop the highest achievement of both students and staff, assuming the responsibility for the following key areas:-
Site, maintenance and facilities

Health and safety

Risk Management (including educational visits)
Also responsible for managing other site staff including allocation and monitoring of work and performance appraisal.  Oversee external contractors.
The role is an enabling one.  Effective strategic leadership and operational management across the following areas of responsibility will facilitate the School to achieve excellence in delivery of its primary function of educating children.


	Requirements for the post.



	
	Essential
	Desirable

	Qualifications/ Training


	Significant experience at a senior level

	N/SVQ level 4/NHD/Degree in relevant discipline 

	Knowledge


	Excellent numeracy/literacy skills
Full working knowledge of relevant polices/codes of practice/legislation

Extensive knowledge of health and safety procedures and precautions

Knowledge of COSHH regulations

Awareness of health and hygiene procedures

Managerial skills

Knowledge of moving and handling procedures

	

	Experience


	Significant experience working in a relevant discipline
Significant experience at working at a management level
Significant experience of successful project management

	

	Physical Skills


	Excellent keyboard skills in the use of computerised systems, including the ability to develop and adapt management information produced
Use of appropriate specialist equipment/resources

	

	Competencies and other skills required


	Confident communicator with staff at all levels and able to present at whole staff meetings

Ability to relate well to children and adults
Able to persuade, motivate, negotiate and influence

Organise, lead and motivate other staff

Plan and develop projects

Ability to self-evaluate learning needs and actively seek learning opportunities

	


	Key Outcomes/ Activities

Site, Maintenance and Facilities:
Oversee the production and implementation of an annual Premises Development Plan (building, maintenance, internal decoration and projects).  The maintenance of the school site, including the purchase and repair of all furniture and fittings.
Be responsible for premises related budgets (in conjunction with the School Finance Manager), organising and reviewing site based contracts and securing best value when committing to substantial site expenditure.

Negotiate, manage and monitor contracts, tenders and agreement for the provision of services for site and ground maintenance conforming with procurement rules
In conjunction with the Finance Manager, ensure site spend is kept within set budget

Develop and maintain a register of reliable tradespeople/contractors

Manage budgets in liaison with the School Finance Manager for buildings, power, water, rates, furniture, furnishings and insurance.

Ensure on going efficient operations of the school site and buildings, fixtures and fittings, furniture, the preparation of maintenance schedules (e.g. electrical testing, alarms etc.) and the efficient operation of all facilities on the property.
Effectively line manage and work closely with the site staff to ensure the day-to-day management and upkeep of the school site, including the upkeep of playing fields, gardens, flower beds and tennis courts; ensuring pitches, hard play areas, car parking and designated restricted areas are appropriately marked for use

Oversee the maintenance of boundaries, associated roads, rights of way and land drainage.

Oversee the letting of the school premises to outside organisations by managing and developing lettings to maximise income from letting the grounds and premises outside normal core school time
Liaise with Kettlethorpe Community Sports Pitch in relation to letting and bookings for the new 3G Pitch  and sports facilities and work to develop the venue for corporate and other events along with being responsible for an alcohol licence outside of school hours

Maintain the school’s asset/inventory register ensuring appropriate management of resources including planning for replacement and renewal

Health and Safety:
Ensure a safe and secure environment for the stakeholders of the school to provide a secure environment in which due learning processes can be provided;

Undertake the necessary duties as the nominated Health and Safety Officer and Fire Officer for the School and, in so doing, be responsible for ensuring that the School’s Health and Safety Policy is formulated, monitored, communicated to all staff and implemented to comply with the requirements of Health and Safety at Work Act and other legislation; 

Ensure that the School complies with legislation covering fire, health and safety, first aid, risk assessments, disability discrimination and COSHH and to advise the Head and Senior Leadership Team as necessary; that health and safety is prioritised and informs the school’s strategy, planning and decision making;

Review and maintain the school’s Health and Safety policy; ensuring H&S induction is delivered to new staff and all staff are aware of H&S requirements and evacuation procedures; 

Co-operate with the Fire Service and be responsible for the installation and maintenance of equipment for protection against and escape from fire.  Ensure records are kept and regular fire practices and alarm tests are initiated.  Emergency procedures must remain current and timely;

Be responsible for the maintenance of annual risk assessment records/register and ensuring the actions required are implemented;

Assume responsibility for the Emergency Management Plan, its implementation and the reviewing and updating of School’s emergencies procedures;

Oversee the elements of a comprehensive disaster recovery plan and operate the elements linked to the resource management responsibility;

Develop, implement, maintain and monitor the risk management and loss prevention strategies in the School to reduce insurance costs;

Ensure that the asbestos register is in place, up to date and available to all contractors;

Maintain both accident and incident reports and ensure appropriate actions are taken.

Generate a yearly plan and prepare and oversee the updating of risk assessments, policies and statutory checks;

Oversee risk management and educational visits by contributing towards appropriate sections of the risk register;

Manage all aspects of school operations management in a sustainable and eco-friendly manner;

Review and maintain the School’s Educational Visits Policy and procedures;

Management of the School minibuses; staff training, register of staff who are eligible to train, tax, tests, insurance and booking procedure etc.

Leadership and Management:

To play a significant role in formulating the relevant sections of the School Development Plan along with the Head and senior staff;

Develop and monitor policy and practice as identified by the School Development Plan and in 

  agreement with the Head;

Set high professional standards and provide an excellent role model for all members of staff and for pupils in all aspects of school life. Be an exemplar of all school policies and practices;

Make a contribution to the school’s continuing professional development programme, as appropriate, including delivering INSET and working with individuals in a variety of teams and in a variety of professional development activities;

Assist the Head in self-review and evaluation, and in the effective planning and management of school resources to secure continuous improvements;

Act as line manager to ensure the quality assurance of the relevant site staff;

Implement the school’s performance management policy for the relevant site staff, to secure school improvement and individual professional/personal  development;

Participate in recruitment and selection of staff, as required by the Head.

Other Duties and Responsibilities:

Undertake the PM reviews for the relevant line managed staff;

Attend daily and weekly meetings, in accordance with school policy and practice and to lead meetings as required;

Prepare and present reports, as required to, e.g. Governors, parents and outside agencies;

Attend occasional meetings during evening hours, at weekends or in school holidays, as required;
Attend School Resources Committee meetings after school hours.
The duties and responsibilities highlighted in this Job Specification are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.


	Responsibility for Resources



	Employees (Supervision):

Sole line management of site/caretaking team:-

1 x Grade 7

1 x Grade 6

1 x Grade 4
Also will have direct responsibility for co-ordination of contractors in school/on site



	Financial: 

· Management of site and resources budget (sole management responsibility) £500,000 plus


	Physical:

Management if facilities

Effective use of materials and resources

Key Holder



	Customers and Clients:

Implementing regulations, which involves adaptation and interpretation of external policies and procedures, providing detailed advice and guidance to meet specific demands of the school 
The post involves some direct impact on the well-being of pupils/staff through undertaking tasks or duties related to the post


	Working Conditions: 

The nature of the post may involve periodic requirements for considerable effort, e.g. lifting or carrying equipment relating to the nature of the post.
The job involves some exposure to disagreeable, unpleasant or hazardous environmental working conditions.


	

	Characteristics of the post:

The ability to regularly attend meeting as required by the headteacher which could be outside normal working hours

Employees are encouraged to participate in training activities in order to enhance their own personal development.

The employment checks are required:

· Evidence of entitlement to work in the U.K.

· Evidence of essential qualifications – see page 1 of this job specification

· Two satisfactory references

· Confirmation of medical fitness for employment

· Registration with appropriate bodies (where applicable)

The following employment checks are required for those positions which are based in a school or working with vulnerable young people and adults:

Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure

	

	Date completed: 10/04/2014


