Middleton Technology School
JOB DESCRIPTION

Post:
Site Manager
Reporting to:
School Resources Manager
Salary Scale:

Band 10 pt 30 -34
Academy Type:
The Academy is a publicly funded independent secondary 

Academy for pupils aged 11 – 16
JOB PURPOSE

To manage, to the highest standard, all aspects of the MTS site to include site development and any future building schemes.

To ensure that all school facilities are in excellent and safe condition with the highest possible standards of cleanliness for use by pupils, staff and visitors

KEY RESPONSIBILITIES

· To work with the School Resources Manager to manage and lead the facilities team ensuring that staff are efficiently deployed in order to maximise their effectiveness.

· To be the direct line manager of the two site caretakers.

· As a named key holder, provide emergency and planned, core and out of hours access to the site for Academy staff and any sub-contractors.

· To acquire and dispose of land and buildings as authorised by the Headteacher and Governing Body.  To draw up outline specifications for new building, obtaining tenders, obtaining planning permission and liaison with building contractors and the school architect.

· To manage, overviewed by the School Resources Manager, the facilities budget and monitor the usage of materials for cleaning and minor repairs ensuring that stock is replenished as necessary. 

· To be responsible, with the School Resources Manager, for all aspects of Health and Safety compliance. 

· To carry out all relevant health and safety activities relating to the site, including fire alarm testing and site safety assessments, in line with Academy policy, including fire safety and the associated risks to the school through the process of risk assessment.
· To carry out regular inspections of the site including boundary fencing, gates and grassed areas to ensure the safety and security of the site. 

· To monitor the utility usage, make recommendations for economies and efficiencies and implement as appropriate. To liaise with all other related parties regarding utilities within the Academy.

· To be responsible for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property. Also for the installations and plant for lighting, heating, domestic hot water, cooking, ventilation, energy conservation etc.
· To be responsible for the upkeep of playing fields, gardens, all weather surfaces, tennis courts and land drainage and ensuring the maintenance of boundaries, footpaths, roads and rights of way.

· To manage the risk assessments and how to use them to establish hazards within the school and the associated risks involved.

· To manage the letting of the school premises to outside organisations and school staff, and for the development of all school facilities for out-of-school use with particular reference to the local community.
· With the School Resources Manager, cooperate with the Fire Service for the installation and maintenance of equipment for protection against and escape from fire, keeping records of and to initiate regular fire practices and alarm tests and ensuring emergency procedures are current and timely.

· To purchase, repair and maintain all furniture and fittings.

· To undertake initial assessment of reported repairs and perform resulting minor repairs as appropriate (e.g. removal of graffiti, paint refresh, broken tile replacement, rebonding of lifted non specialist floor finishes such as carpet tiles, replacement of ceiling tiles, replacement of internal door locks, unblocking sinks and toilets, isolating water supplies in the event of an emergency, initial investigation where electrical, general heating and/or mechanical plant failures occur, replacement of expired batteries, clear up of glass and boarding up of broken windows) and minor works requested by Academy staff (e.g. fixing notice boards).

· To move equipment/furniture throughout the building as required and ensure that deliveries/post are held securely on receipt and dispatched to the relevant person in a controlled and timely manner.

· To assist with cleaning tasks, including litter picking, as required.

· To work with the ICT Manager to identify safety and security issues within the Academy.

· To carry out staff appraisals and ensure that staff receive appropriate development to enable them to perform their tasks in a safe manner.

· To have a continuous improvement approach to all tasks, making suggestions for improvements/refinements to the current working processes as appropriate.

OTHER DUTIES AND RESPONSIBILITES (Generic to all posts)
· To promote the Academy as an inclusive institution which celebrates diversity and engages all learners and staff.

· To support the ethos of the Academy

· To comply with all relevant Academy policies and procedures, including those relating to Health and Safety
· To actively participate in relevant Academy processes including appraisal
· To undertake relevant CPD as agreed with line manager and to attend relevant meetings
This post is subject to the enhanced level of Disclosure

This job description sets out the main duties and responsibilities of the post and each individual task may not be identified.  The post holder will be expected to undertake such other duties as reasonably correspond with the general character of the post and are commensurate with its level of responsibility.
The job description may, in consultation with the post holder, be changed to reflect changes to the post.
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