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                        Respect Collaboration of Schools Job Description

Job Title

Site Manager 
 
  Scale E


Responsible to:
Senior Sites Manager   
Responsible for:
 School safety and cleanliness including the supervision and management of Cleaning Staff based at the school.  
Job Purpose:

· To provide an efficient and effective caretaking/site management service to the school in order to achieve a secure, safe, healthy and attractive environment

To liaise with the Senior Sites Manager regarding the maintenance of the School/PRU sites and buildings and the efficient operation of all facilities on the premises.
· To manage/supervise cleaning staff
· When required contribute to the production and implementation of an annual improvement plan at the base 
· To provide flexible cover at other bases as and when required
· To oversee the supervision and delivery of the Caretaking and Cleaning Service where required in the absence of the site facilities and security manager.
· To maintain the School / facilities Inventory, excluding IT equipment
Maintenance  

Ensure heating plant and equipment is efficiently and effectively operated as directed by the Senior Sites Manager and report any problems/issues immediately

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
· Undertake portering tasks, including setting up and clearing away furniture.
· 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.
· First line maintenance of fixtures and fittings.  Minor repairs as a temporary measure after break-ins, vandalism etc.  Minor repairs to fixtures and fittings and furniture
· Unblocking sinks, taps and waste pipes.  Adjustment and re-washering of taps and other minor plumbing tasks.
· Be available to provide any of the above tasks at any school site on a temporary or permanent basis as and when directed by the Senior Sites Manager 
Cleaning
· 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.
· Ensure the safe disposal of waste materials and its availability for collection.
· Arrange to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease traps etc and clean up spillages as required.
· Ensure the building is cleaned in accordance with the Kingsmead / Newton’s Walk Facilities Team specification, ensuring toilet areas are cleaned daily and monitor cleanliness during the day to maintain high standards.
· 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 especially during the school holiday period.
· Clean the internal face of external windows and other internal glass within the limitations of safe working practices.
· 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
· Be available to provide any of the above tasks at any of the other Kingsmead School/Newton’s Walk sites on a temporary or permanent basis as and when directed by the Senior Sites Manager
Health and Safety
· Keep relevant H&S records accurately and up to date

· Ensure all relevant health and safety legislation including School / Council policies and protocols are adhered to
· When required, join the Sites Facilities and Security Manager in H&S / Facilities related meetings and inspections with the Local Authority or other governing / professional bodies and organisations attend / complete any training courses identified as being relevant to the post
· Ensure clear and safe pedestrian access to the school such as clearing snow and gritting when necessary and the removal of debris and moss etc. 
· Report emergencies in the case of faults with gas, electricity and water supply to the Sites Facilities and Security Manager.
· Undertake visual checks in accordance with the Electricity at Work Act, including PAT testing labels/dates and visual checks of fixed electrical items.
· Wear the issued items of protective clothing at all times, to ensure that health and safety regulations are adhered to.
· Be available to provide any of the above tasks at any of the other school sites on a temporary or permanent basis as and when directed by the Senior Sites Manager
Facilities Management and Security
· Maintain the security of the premises and its contents in accordance with the school’s requirements.
· Be flexible with working hours, starting earlier or finishing later if required e.g. 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 Senior Sites Manager to ensure PAT testing is carried out in a timely manner
· Carry out programmed water, fire prevention (including fire drills) and other 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
·  If required provide a delivery / porterage service to other sites as identified and collect any items for return 
· Be available to deliver any of the above duties at any of the other School sites on a temporary or permanent basis as and when directed by the Senior Sites Manager
· Maintain all relevant paperwork and records as required from the duties described above.

Supervision
· Carry out staff training and induction as directed.
· Supervise cleaning staff, liaising with the Senior Sites Manager where appropriate.
· Participate in team improvement initiatives.

General
· Ensure compliance with all policies and protocols relating to equalities and environmental issues.
· Adhere to Health and Safety Regulations and safe working practices
· Participate in the induction training of new employees and trainees allocated to the section.
· Participate in job related training.
· Participate in the Respect Schools Performance Management Scheme.
· Carry out any other duties as identified by the Senior Sites Manager
Issued by:





Received by:

Head Teacher





Post Holder

Date






Date
	PERSON SPECIFICATION


	Section: The Kingsmead School
	Grade: E

	Job Title: Site Manager


A I T shows how the job criteria will be assessed – A = Application, I = Interview, T = Test

	EXPERIENCE:



	Essential Criteria:
	AIT
	Desirable Criteria:
	AIT

	· Experience in Buildings Maintenance

· At least two year’s experience in an appropriate environment working with Health and Safety and Security

· Experience of using basic IT packages to record information and produce reports

· Practical experience of supporting risk assessments and site inspections 

· Experience of supervising and monitoring the work of others to ensure standards are met and work is carried out efficiently
	AI

AI

AI

AI

AI


	· Previous experience of carrying out practical tasks and repairs.

· Experience in an educational setting

· Experience of providing support to other staff
	AI

AI

A



	QUALIFICATIONS:



	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Evidence of a range of H&S qualifications
	A


	· NEBOSH Certificate 

· IOSH – ‘Working Safely’ or ‘ Managing Safely’

· Basic IT, Literacy and Numeracy qualification


	A

A

A

	SKILLS AND KNOWLEDGE:

	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Broad knowledge of current H&S at work legislation and COSHH

· Ability to communicate effectively at all levels


	AI

I


	· Knowledge of operation of mechanical equipment

· Use of specialist cleaning materials and products
	AI

AI




	OTHER FACTORS:

	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Ability to respond positively to and relate to site users and work colleagues

· Good attendance record 


	AI

AI


	
	

	PERSONAL QUALITIES:

	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Flexible approach to the needs of the site/location and able to response to fast changing circumstances.  

· Reliable and responsible  

· Able to use your own initiative/problem solve

· Remain calm in challenging circumstances
	IT

AI

AIT

AI
	
	

	JOB CIRCUMSTANCES:

	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	· Willing to travel between various locations

· Willing to undertake further training 

· To work across all sites and to travel between locations 

· Able to occasionally work unsociable hours to respond to emergencies.
	AI

AI

AI


	
	

	EQUALITIES:

	Essential Criteria:
	AIT
	Desirable criteria:
	AIT

	
	
	· Knowledge and awareness of Derby City Council Equal Opportunities policy
	I
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