TOTTINGTON HIGH SCHOOL

JOB DESCRIPTION
	Post Title: FACILITIES MANAGER  -   


	Department: CHILDRENS SERVICES

	Post Grade: 10/11 depending on experience

	Location:   TOTTINGTON HIGH SCHOOL

                     LAUREL STREET

                     TOTTINGTON

                     BURY BL8 3LY


	Hours: 37 hours per week Full Time 
[all year round]



	Main Purpose and Objectives of Post: 

· To work both strategically and operationally to ensure the efficient running of the school.
· To coordinate the school’s premises strategy and to direct and oversee relevant projects to ensure the best possible environment for teaching, learning and education.

· To take responsibility for and lead the school on risk assessment and the management of health and safety across the school.

· To lead and line manage the work of relevant Support Staff to create a high performing team which is responsible for, and anticipates, the needs of the school and provides timely and effective support.

· To manage the financial implications of relevant areas to ensure that the school derives maximum benefit from its budget.

· To actively model and promote the values and ethos of the school.



	Accountable to:  Headteacher & School Governing Body

	Immediately responsible to:  Headteacher


	Immediately responsible for:  Maintenance Managers and Cleaning staff. 



	DUTIES / RESPONSIBILITIES:

Premises Management
· To be responsible to the Headteacher and Governing Body for the maintenance and upkeep of the school buildings and grounds to ensure an attractive and vibrant environment for learning
· Manage the implementation on site of any new capital projects

· Manager the tendering/procurement process, preparing documentation, liaising with contractors and outside agencies

· Manage Asbestos, including monitoring and removal

· Manage the control of legionella

· Manage the maintenance of the school site at all times. Giving clear direction to contractors and the Site Team, ensuring work is carried out to the required standard and that it meets legal criteria
· To have oversight of premises support staff (including caretakers and cleaners employed by an outside contractor) whilst in school

· To maximise the use of the accommodation both by schools and outside agencies

· To attend the Governor Buildings Committee meetings and provide detailed costings and prioritisation lists to enable the school to plan for future development improvements, both within the Asset Management Plan and within budget constraints

· To be responsible for evaluation and preparation of long term development /refurbishment plans to the school premises

· Take a strategic lead with regards to energy efficiency, recycling and other green initiatives
· Manage emergencies and respond appropriately to urgent issues as they arise.

· Provide professional advice to Governors and the Headteacher with regards to site and premises related issues
· To manage all aspects of any building projects and maintenance work undertaken on the school premises, including acting as a point of contact with regard to liaison with building contractors.
· Where external contractors/inspectors are employed, to monitor work and certify that work has been done satisfactorily.
· To undertake CDM ‘client’ duties, where necessary.
· Investigate instances of vandalism
· To be aware of and adhere to applicable school rules, regulations, legislation and procedures, national legislation (Health and Safety, COSHH, Data Protection)

Health & Safety

· Act as the school’s Health & Safety Co-ordinator and Fire Officer. 
· To ensure activities of all areas of the school conform to current health and safety legislation

· Ensure systems are in place for effective monitoring, measuring and reporting of health and safety issues to the Senior Team, Governors and where appropriate the Health & Safety Executive 
· To ensure that Health & Safety Policy is regularly updated and adhered to and put into practice
· Provide training to all staff on Health and Safety
Business Management

· To lead and manage relevant Support Staff within the school. To create high-performing teams which understand their role, and the contribution they make to the overall effectiveness and success of the school.
· Carry out induction for all relevant support staff and monitor and manage the induction process.
· Manage absences for relevant support staff. 
Financial Management 

· To be responsible for the financial management of relevant budgets and projects.
· To plan and monitor the financial activity relevant to responsibilities
· Ensure that the assets register is maintained.
· Ensure best value external services (Service level agreements) are contracted e.g. grounds maintenance, cleaning, catering

Other

· To establish the effective working relationships with external bodies as necessary

· To advise the Headteacher and Governing Body of changes to national and local policy relating to Premises and Health and Safety issues

· To maintain confidentiality of information acquired in the course of undertaking duties for the school

· To be responsible for your own continuing self-development, undertaking training as appropriate

· To undertake other duties which may arise from time to time. These to be agreed with the Headteacher

· Holidays to be taken at a time negotiated with the Headteacher.

Where an employee is asked to undertake duties other that those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of Supplemental Conditions of Service)


To be responsible for and committed to safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm.
