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                     Job Description – Site Manager
Purpose of Job
To care for the school site ensuring the security, smooth running and safe working of the premises.
Principal Accountabilities:
1.
Security

· Unlocking/locking the school each morning and evening ensuring site is safe, tidy and secure.
· Facilitate lettings and carry out associated tasks including health and safety compliance.
· As a designated key holder provide out of hours and emergency access to the school site in the rare event that this is required. 

2.
Care for school
· Maintain a maintenance programme for the school year.  Reporting the condition of the building to the School Business Manager.  Organising and ensuring safety compliance with regular maintenance.

· Undertake minor repairs and maintenance.
· Procure quotes for routine maintenance or repair work on the school premises and arrange emergency repairs.

· Keep the school hall clean and in good order

· Oversee onsite maintenance and monitor contractors work in school reporting issues to the School Business Manager.  Check work is completed to required standards and timescales.  Carry out induction briefings and ensuring safe working within school. 

· Carry out some painting and decorating work
· Read and record electricity, gas and water meters monthly, monitor consumption and identify any abnormalities to the School Business Manager.

· Monitor stock of cleaning and maintenance materials and order supplies in a timely fashion within the given budget and in accordance with COSHH.

· Organise rubbish for weekly collection.

· Attend to emergencies such as blocked toilets or spillages.

· Accept deliveries and undertake general portage duties including moving furniture and equipment within the school as required.
3.
Health and Safety

· Carry out regular health and safety checks of buildings to ensure compliance with fire safety, legionella, asbestos and COSHH regulations (training will be given).  Take action where hazards are identified and reporting serious issues to School Business Manager immediately.  This includes evaluating safe access eg in severe weather conditions and carrying out risk assessments where appropriate. 
· Ensure staff are aware of correct health and safety practice eg provide training on working at height.
· Operate and regularly check systems such as heating, cooling, lighting and alarm systems keeping a record of the check in accordance with the schedule.
· Ensure safe water temperature, maintenance of the plumbing systems and statutory monitoring and record keeping for legionella control.
· Act as point of contact for contractors to report health and safety concerns.
As an integral member of the school team the Site Manager will also be at the gate with other staff to welcome children as they arrive and leave school.
Person Specification
· Good time keeping, integrity, reliability and attention to detail essential.

· Practical and technical skills relevant to the job (this may be a level 2 or 3 diploma or equivalent, or to demonstrate proficient practical experience).
· Previous relevant experience.
· Good understanding of health and safety procedures.

· Ability to understand information, to advise and liaise with others accordingly, such as dealing with external contractors in an effective manner. 

· Be receptive to information being communicated (which sometimes may be non-verbal), contribute to its interpretation and pass on to others as appropriate.

· Have written, IT and numeric skills in order to complete records.

· Good communication and efficient organisational skills together with a positive approach are essential.
· Ability to prioritise own workload and to work to deadlines is also essential.
· Be able to identify changes required to work routines and to act upon them in liaison with line manager, contractors and others.

· Willing to attend training courses relevant to job role and to keep knowledge up to date.

Scope for Impact
The job holder will be part of the support team.  Contributing to the safe and smooth running of the school site is an essential role in school.
Grade:


Kent Range 5 – 6 
£20,595 - £23,262 

(dependent upon experience)
Line Manager:

School Business Manager
Signed by job holder ……………………………………………………………..

Date …………………………

Name …………………………………………………………………………………….
This job description is provided to advise the job holder of their main duties.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of the post.
