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	Job Description

	Post Title:  Site Manager                                                                  Grade: Scale 5
                                                                                                            Full Time 
                                                                                                            £21,589 - £23,836 

Responsible to: Headteacher at Lisburne School
                            School Business Manager at Lisburne School



	Main purpose of the job:

The provision of effective and efficient management of the school site and grounds, including building fabric, service installations, energy/environmental and the management of health and safety etc to enhance the learning environment of the pupils and staff.

Working in accordance with school policies and objectives; 
· The development and delivery of all site related functions to a high quality standard

· The management of all premises related contracts and services

· To ensure compliance with relevant legal and statutory health and safety matters

· Assisting with the implementation of the development plan for the is site

· Management of security matters

· Acting as the main key holder

	Main Duties and Responsibilities
Buildings
· To proactively improve the school premises

· To ensure that the schools premises are always clean, tidy, and free from litter in order to provide an excellent environment.

· To undertake regular inspections of the premises, to determine the need for repair and maintenance work and liaise with line managers to arrange maintenance tasks.

· To be responsible for the management of day-to-day responsive and planned building maintenance liaising with contractors, organising and supervising work.

· To prepare, with the Headteacher and Business Manager, long and short term plans for maintenance, repair, redecoration and improvement of the school premises.

· Produce a Bi-annual Site Managers report and submit this to the Headteacher.

· To be responsible for the effectiveness of and maintenance of all heating and service installations.

· To provide a maintenance/repair service using maintenance skills, which should include plumbing, woodwork, painting, and basic electrical knowledge among other attributes. 

· To be responsible for the security and safety of the school premises. Liaise with service providers when problems arise with entry systems and fire detection systems.

· Management of security matters and ensure the security of the sites including responding to call outs.

· Organise the relocation and distribution of classroom equipment, desks, chairs etc. and assist with deliveries. Erect notice boards where required.

· To meet on a regular basis with School Business Manager to provide a report on current building issues with reference to the School Development Plan.

· Ensure that all portable appliances have been checked using PAT Testing equipment and that the current Portable Appliance Policy is kept up to date and is relevant. Keep personal training for this role up to date with Seaward Electronic Ltd

· Ensure the safe use of chemicals and liquids in the school using current COSHH legislation. 

· Ensure that the Safety Data Sheets for all controlled substances are filed and kept up to date with accessible copies for users and for emergency personnel

· Ensure that the schools COSHH policy is kept up to date and is relevant with current guidelines

· Liaise with support staff at Hollywood Nursery where Lisburne’s Satellite class is situated to facilitate the classes’ ongoing needs.

· Carry out any maintenance required at Holly Class at Hollywood Nursery.

· Have own transport available to facilitate procurement of goods and equipment.

· Have own transport available to liaise with the School Business Manager to ensure the Schools minibuses have regular services at our service provider in Bredbury.

· Hold a D1 OR SECTION 19 driving licence to enable the movement of the schools 15 and 17 seater mini buses, both around the school campus and to service providers in Bredbury.

· Hold or be able to obtain via the schools training program a First Aid at Work certificate.

· Hold or be able to obtain via the schools training program an Asbestos Awareness Certificate.
· Hold or be able to undertake Safeguarding training via the schools training program.
Grounds
· To ensure the grounds maintenance works are fully completed and to liaise with ground workers where particular class needs arise.

· To manage outside contractors ensuring that all outside contractors have signed in and are competent to work on the premises within the bounds of their RAM’S

· To follow set working patterns that ensure that the schools’ grounds are always clean and tidy and provide and excellent environment.

· To update these work patterns regularly to keep in line with changing cultures and needs.

· Undertake on-site training for working at heights and to undertake further Working at Heights Training to facilitate in house training to provide to site staff.

· Undertake Training to operate the schools HPW jet washer.
Health and Safety
· To monitor the site in line with current Health and Safety Policy’s and to establish safe working practices, ensuring that the PPE guidelines are followed at all times and manage Contractors Method Statements and Risk Assessments. (RAMS)

· To ensure the Fire Alarm system, escape routes, fire extinguishers and emergency lighting are checked and records kept.

General
· To participate in staff training where appropriate
· To undertake such other duties related to the post as assigned.

· The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.

· Produce a Bi-annual Site Managers report and submit this to the Headteacher.

 


