[image: image1.png]




Canon Burrows C. of E. Primary School

Job Description and Person Specification – Site Manager
Purpose of Post: 
· To contribute to the provision of a clean, well maintained, safe & secure working environment for the school. 
· To contribute to the effective and efficient management of the school’s site.

Responsible to: 
Headteacher

Security of Premises
1. Arrange for both routine and non-routine opening and closing of the school’s buildings and grounds and attend the site outside of normal working hours in emergencies and at specified times, liaising with the emergency services as required.

2. Apply all security procedures for the school’s buildings and grounds identifying any security risks and reporting them appropriately.

3. Test security systems at specified intervals and maintain a log of outcomes.

4. To undertake health and safety audits of the premises and assist with relevant risk assessments as required.

5. To be an identified key holder for the school’s buildings and grounds and to issue keys to other users and oversee as instructed by the headteacher.

6. Promote and encourage safe working practices for pupils, staff and visitors in accordance with appropriate risk management and health and safety legislation

Stock Control

1. Monitor and manage stock, including cleaning materials.

2. Ensure cleaning supplies and stocks are stored in a lockable area and used economically.

3. Take delivery of school resources and store them appropriately.

Cleaning

1. Oversee and undertake maintenance and ensure cleaning duties are performed to high standards as required.

2. To manage cleaning staff within the school, including performance management, motivation and development to ensure the efficient delivery of support services.

3. To clean all designated areas following appropriate procedures.

4. To use correct chemicals and cleaning materials as per instructions.

5. To use and maintain all cleaning equipment, reporting any faults appropriately.

Health & Safety

1. Provide a safe and clean environment, both indoors and out, for pupils, staff and visitors in accordance with health and safety requirements e.g. gritting entrance/exit routes as and when required.
2. To carry out regular fire safety checks as outlined in the Fire Safety Log and keep accurate records.
3. To keep up to date with current Health & Safety regulations and undertake any relevant training.

4. To ensure cleaning staff is trained and up to date with the current Health & Safety regulations.

5. To carry out risk assessments as and when required.

6. Demonstrate and assist others in safe and effective use of equipment and materials in accordance with health and safety requirements.

Buildings and Site Development
1. To carry out minor repairs as required, using initiative and being proactive to school needs for both maintenance and future development.
2. To support staff in creating display areas e.g. notice boards, staging, props e.g. wooden structures.

3. Liaise with and direct contractors to carry out repair or maintenance jobs, and inspect their work ensuring compliance with specified standards and health and safety requirements.

4. Complete ‘permits to work’, with contractors, as required.

5. Ensure that equipment is in safe working condition, organising repair of any faulty equipment and other maintenance requirements. 
6. Collect and prepare waste for collection and disposal.

7. To liaise with the office manager to organise premises related school improvement projects.
8. To liaise with contractors to obtain estimates for work and submit to headteacher and office manager.
9. Prepare classrooms/hall and meeting rooms, including resources, both in and out of school hours for use by pupils, staff and the community.

10. Oversee and undertake the organisation and movement of furniture and resources within the building.

11. Advise colleagues on site management issues as necessary.

12. To carry out such duties which reasonably correspond with the general character of the post and are commensurate with its level of responsibility.

Administration

1. Be responsible for maintaining records, information and data; use of electronic systems e.g. email and the heating online setting system.
2. To be responsible for the cleaning materials budget, including monitoring income and expenditure, in liaison with the office manager to ensure best value.
3. To ensure records are kept up to date and delivery notes are checked and submitted to the office manager.
4. Ensure maintenance log is checked regularly and kept up to date.

CANON BURROWS C. OF E. PRIMARY SCHOOL

Person Specification

Designation: Site Manager

Personal requirements of successful post holder

Education Standard / Qualifications of Professional Institutions

	GCSE or equivalent in a practical subject
	D
	A

	2 to 3 years’ experience
	D
	A


Experience

	Practical work
	E
	A/I

	Any apprenticeship in the building trade
	D
	A/I

	Supervisory
	D
	A/I

	Health and Safety issues and policies
	D
	A/I

	Experience of technical equipment or systems
	D
	A/I


Skills

	Administrative
	E
	A/I

	Ability to communicate effectively
	E
	A/I

	Ability to assess risks
	E
	A/I

	Ability to organise and prioritise own workload
	E
	A/I

	Good basic literacy and numeracy skills
	E
	A/I

	Ability to monitor a small budget
	E
	A/I


Knowledge

	Machinery cleaning / floor care systems
	D
	A/I

	Health and Safety, Legionella
	D
	A/I

	Fire and Security
	D
	A/I

	COSHH
	D
	A/I

	Safeguarding
	D
	A/I


Work related circumstances

	Trustworthiness
	E
	A/I

	Flexible outlook
	E
	A/I

	Reliability
	E
	A/I

	Understanding of and commitment to eco principles
	E
	A/I


Equality

	A commitment to Equal Opportunities and the ability to put it into practice
	D
	A/I


For information:

Category

(E) An essential requirement without which the candidate would be unable to carry out the duties of the post.

(D) Desirable features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.

Method of Assessment

(A) To be assessed by information provided on the application form.

(I) To be assessed at interview.

