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Job Title:		Site Manager

School:		Ryecroft Academy

Pay Range:		B3 – 37 hours per week, all year round, subject to 6-month probationary period

Salary:			scp 18 to 21 (actual salary £18,070 to £20,138)

Responsible to:	School Business Manager, Principal 

Responsible for:	Cleaners
				   
Role: 
Under the guidance of appropriate senior staff to be responsible for maintenance, security and facilities management services on school sites and premises.  To provide specialist support in a specific resource area and be responsible for the maintenance of a clean and hygienic school interior.  To supervise Cleaners and other facilities staffing.

Security
1. Lock/unlock school buildings and areas 
2. Undertake regular security checks and identify security risks
3. Monitor fire safety equipment and carry out fire drills
4. Operate and respond to alarm systems where appropriate 
5. Liaise with police, security and surveillance contractors
6. Provide emergency access to the school site

Maintenance

7. Undertake appropriate repairs e.g. redecorating and fixing
8. To organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory, as per specific schedule for your school.
9. To organise and carry out minor decoration programme as agreed with the 
 	Principal
10.  To organise and carry out minor improvement work e.g. erecting shelves, notice boards, bookshelves etc. as agreed with the Business Manager / Principal
11. To be responsible for the operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for minor work or repairs required to be carried out to maintain safe and satisfactory conditions
12. Operation and maintenance of heating plant and lighting systems
13. To oversee and monitor the electrical testing of portable electrical appliances and to maintain the appropriate records
14. Undertake regular site inspections 
15. Identify defects and record repair and maintenance requirements
16. Collect and assemble waste for collection
17. Undertake cleaning duties such as graffiti removal, litter-picking
18. Undertake specialist cleaning tasks
19. Provide emergency access to the school site.
20. Coordinate deliveries to the school site
21. Monitor performance of contracts and record performance against specified standards
22. Liaise with contractors
23. Ensure that specialist sports equipment is maintained in accordance with specified standards
24. Maintain electronic systems, PS Assets and Smartlog in line with guidance from Business Manager / Director of H&S for the Trust.
25. Provide training for staff
26. To advise on matters relating to energy control and conservation
27. Contribute to planning, development and organisation of systems/procedures/policies
28. Be responsible for maintaining records, information and data, producing analysis and reports as required
29. Create and maintain a purposeful, orderly and productive working environment 
30. Ensure timely and accurate design, preparation and use of specialist equipment / resources / materials 
31. To undertake safety audits of the premises and assist with relevant risk assessments as required 
32. Promote and ensure the health and safety of pupil’s staff & visitors at all times
33. Demonstrate and assist in the safe and effective use of specialist equipment/materials
34. Provide specialist advice and guidance as required
35. Portering duties e.g. delivering mail, moving furniture and equipment
36. Assist the Business Manager / Principal in the management, administration and operation of lettings system 
37. Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits as required
38. Direct/supervise cleaning and/or site staff and ensure cleaning is in accordance with specification
39. Where appropriate to organise and administer the use and maintenance of all school vehicles and to carry out driving duties when required by the Principal
40. Liaison with the school meals service contractors in relation to their use of the site and provision of their service, where appropriate.
41. Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person
42. Contribute to the overall ethos/work/aims of the school
43. Participate in training and other learning activities as required
44. Recognise own strengths and areas of expertise and use these to advise and support others
45. Assist in the supervision, training and development of staff
46. Ensure compliance by self and others with all health and safety policies and procedures
47. Ensure safe use by self and others of equipment and materials
48. Establish constructive relationships and communication with contractors and other agencies/professionals
49. To be responsible, in conjunction with the Bursar, for the administration and control of appropriate areas of the budget
50. Attend and participate in regular meetings
51. Treat all users of the school with courtesy and consideration
52. Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all
53. Promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times


All duties outlined are within the provisions of the Local Agreement for Superintendents.

Any Special Conditions of Service: 
Ryecroft Academy is committed to safeguarding and promoting the wellbeing of all children and we expect our staff and volunteers to share this commitment. The successful candidate will be subject to a Disclosure Barring Service Check. We promote diversity and aim to establish a workforce which reflects the population of Leeds. 


An Application Pack is available to download from The GORSE Academies Trust website www.tgat.org.uk/jobs, by email to recruitment@ryecroft.leeds.sch.uk or by telephone on 0113 263 2433. For further information about the academy please visit our website at www.ryecroft.leeds.sch.uk

CVs are not accepted.
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Executive Principal: Mark Randall BSc (Hons) NPQH
Principal: Helen Townsley BA (Hons) Chair of Governors: Mr Mark Roper
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If you are worried that a child is at risk of harm please contact Leeds Children’s Social Work Services on 0113 222 4403
Our Designated Officers for Child Protection are Mrs Townsley and Mrs France




