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JOB TITLE:


SITE MANAGER
RESPONSIBLE TO:

ADMINISTRATION MANAGER/HEADTEACHER
PURPOSE OF ROLE:
To provide a variety of essential maintenance, cleaning & security functions to aid the smooth running of the school.
JOB DESCRIPTION
Principal Responsibilities
1)
To be responsible for the security of the school buildings and grounds.

2)
To be responsible for the maintenance of the school premises, including the use of specific physical skills.
3)
To ensure that standards of safety, cleanliness and tidiness are maintained and monitored throughout the school and grounds.

4)
To respond to site emergencies/maintenance requirements.
5)
To undertake banking duties as required.
Main Duties

1)
To open and close the school buildings all year round ensuring that the fire and intruder alarm systems are fully operational.

2)
To monitor the standard of work completed by contractors who provide services to the school.
3)
To uphold cleaning duties including spot and emergency cleaning as and when required.
4)
To ensure sufficient stocks of essential materials are maintained.
5)
To transfer waste produce to the appropriate central refuse area as required, ensuring the smooth removal of waste on collection days.
6)
To move furniture and equipment around the school as and when required.
7)
To remove of debris and leaves from traps, downspouts, waste pipes etc and ensuring that drains and man-holes are clean and operational.

8)
To ensure that waste pipes to all lavatory basins and sinks are cleared and clean.

9)
To monitor the use of electricity, gas and water consumed and ensuring that any equipment connected to these services are left in a safe condition.
10)
To ensure the safe storage of any flammable/toxic substances on site other than those in laboratories or workshops.

11)
To sweep and clear car park/playground areas to ensure they are always kept free from glass and other hazardous debris.

12)
To litter pick the whole school site and grounds as directed.
13)
To clean the fixtures and fittings of the school that are above hand height.
14)
To maintain identified garden areas.
15)
To contribute to the management of effective car-parking at large school events.
16)
To undertake general routine repairs, alterations, painting, grounds maintenance replacements and maintenance of buildings, fixtures, fittings and furniture responding to staff in a speedy and efficient manner and undertake duties within own capabilities/trade i.e. decorating, repairs and maintenance, plumbing, joinery and building work.
17)
The post holder will be required to maintain and use specialist and complex equipment/check for quality/safety of tools etc and undertake specialist repairs and modifications within their own capabilities.
Health and Safety
18)
To work in conjunction with the School Business Manager in relation to all Health and Safety matters, ensuring all relevant records are in place and the necessary checks are completed and documented. This is to include:


a)
Fire


b)
Emergency lighting


c)
Asbestos and legionella


d)
Signing for Asbestos register for contractors


e)
Alarm

19)
Ensure all Health and Safety issues are attended to and resolved promptly.

20)
To monitor the work quality of all contractors and ensure good Health and Safety practises whilst on site, including the completion of the asbestos register as and when appropriate.

21)
To ensure that any electrical faults are made safe until they can be repaired by a competent person. 

General

22)
To receive and distribute incoming deliveries.

23)
To prepare rooms for deep cleaning during school holiday periods.

24)
To support school lettings on a rota basis.
25) 
Any other duties commensurate with the post.

26)
To undertake any training relevant to the role.
Other

27)
To maintain confidentiality at all times in respect of the school.

28)
To be flexible as to hours/shifts worked to meet the requirements of the school during both term time and school holidays.

29)
Any other reasonable duties as directed by the Business Manager or the Headteacher
The school is committed to safer recruitment practice and pre-employment checks will be undertaken before any appointment is confirmed. This post is subject to enhanced criminal records bureau disclosure. The school is committed to safeguarding and promoting the welfare of children and young people and expects staff and volunteers to share this commitment
