WESTWOOD PRIMARY SCHOOL
+

GROVE PRIMARY SCHOOL
Site Manager
JOB DESCRIPTION

JOB TITLE 
Site Manager
RESPONSIBLE TO  Headteacher.  

RESPONSIBLE FOR;-

· Where they are employed by the school, the management of the cleaning manager on site, or where cleaning services are contacted the management of that contract.

· Ensuring the school is a safe and welcoming environment
PURPOSE OF THE ROLE 


The Site Supervisor will be the day- to- day responsible person for the cleaning and upkeep, health & safety utilities provision and general facilities operation and maintenance of the school site. 

KEY DUTIES AND ACCOUNTABILITIES

The Site Supervisor will be responsible for:

· Effective site security including ensuring the school is opened and closed in accordance with the agreed times. Securing all buildings and grounds as required

· Ensuring adequate and appropriate maintenance procedures are in place and where they are not, ensuring they are put in place quickly and effectively;

· Ensuring energy, heating and ventilation are working effectively and arranging for fault reporting resolution either by the site team or contractors where the faults are outside of their competence  – including reporting of faults and carrying out duties to ensure the school can operate effectively

· Arranging for the suitable cleaning & upkeep of the school. Ensuring the school is open, clean and available for use in line with the school day and at other times as set down by school management

· Ensuring compliance with Health & Safety Legislation at all times and that H&S regulations are known and adhered to. Co-ordinating with members of staff across the school to make sure all health and safety requirements are met and updating the relevant IT system to ensure the headteacher and other senior leaders have confidence that the H&S in the school is secure
· Day to day support of school operations, including receipt delivery and safe storage of goods and services, ensuring that arrangements for receipt and logging of deliveries comply with school regulations Effective liaison on site with contractors working within the school ensuring there is good school staff/contractor liaison

· Ensuring that school staff are supported by the site staff, with appropriate notice, for the movement of furniture and equipment to support the delivery of education in the school.

· Reporting to school management on any issues that are impacting upon the delivery of facilities work at school level and where requested supporting improvement plans for teams and individual members of staff.

· If required, effective budget monitoring for those areas delegated to the post holder

· Carrying out, as part of the site team, minor repairs and maintenance in school to general handyman standards. With the site team, carrying out minor repairs and maintenance that are within the competence of the team. 

· Lettings – to liase with external community and private organisations to aid preparation.

OTHER RESPONSIBILITIES

To keep up to date with all the policies and procedures of the school as they impact on this post.

To be available for evening or weekend events taking place at the school site. 

To respect, support and actively promote the vision & ethos of the school. 

To act as a positive representative of and ambassador for the school in its contacts with outside bodies and organisations.

To undertake any other duties as required within the grading and remit of the post and to actively assist to cover for staff sickness or other absences as required by the headteacher. 

PERSON SPECIFICATION.  

QUALIFICATIONS

Essential

An IOSH qualification
Desirable

A site supervisor qualification (for example NVQ or CITB qualifications in caretaking or site supervision skills

A health and safety qualification

SKILLS & APTITUDES

Essential 

· Commitment to personal and professional development.

· Good written and oral communications skills. Confident and effective when communicating at all levels and facilitating discussions with individuals and groups with patience and diplomacy

· Ability to use IT.

· Time Management and prioritisation of workload abilities. 

· Ability to multi-task and to remain cool under pressure

· Self motivated, self disciplined and enthusiastic

EXPERIENCE

Essential

· Experience of working with site staff to achieve effective operation of facilities

· Experience of working on building projects – preferably in an education environment

· Practical/handyperson skills that enable the post-holder to undertake general building maintenance, minor repairs

Desirable

· Previous experience of caretaker role or site support role concerning cleaning and facilities operations

· Working with and motivating a team of staff

· Experience of working in an education site environment
