Job Description: Site Manager
Job Title: 
Site Manager 
Point: 
Medway Scales – D2  

Hours / Week:  35 hours per week, Monday-Friday all year round. Flexible with working hours. To be discussed further at the interview 
Responsible to:
Headteacher/Business Manager
Job Purpose:

· Maintaining clean, safe and secure school premises, which includes building and outside areas.
· Carry out cleaning, handyman activities, routine maintenance and other general duties associated with the support of the premises and the needs of the school. 
· Porterage and minor repairs 
· Managing the school cleaning team,
· Promoting health and safety around the school 
· Supervising external contractors, managing site use and development plans

· Ensuring the security of the school site.

Principal Accountabilities: 

· Be responsible for the security of the school premises and grounds, including opening and closing of the school during usual school times.  Respond to alarm calls and report and deal with breaches of security - reporting to the necessary authorities
· Be responsible for the maintenance of keys and the electronic alarm system, including but not limited to, routine and non-routine opening and closing of the school, setting of alarms, ensuring the school is locked and secure with all fire doors and windows closed at the end of the school day
Principal Accountabilities: 
Cleaning 
· Carry out daily cleaning and ad hoc duties, such as litter picking and arranging the disposal of waste, also cleaning in the event of staff absence.
· Carry out emergency cleaning duties, such as gritting and cleaning up spillages.
· Arrange an annual deep clean of classrooms, staffroom, kitchen, dining area, and offices.
· Take responsibility of the maintenance of cleaning tools and products including arranging and ensuring good stock levels.
Security

· Maintain the security of the school premises as the main key holder
· Lock and unlock the premises as required, including out-of-school hours when necessary.
· Check at the end of the day that all windows, doors and gates are locked, lights switched off and gas and electrical appliances are turned off.
· Set security alarm systems, report any potential security breaches and respond to any alarms or other call-outs following agreed procedures.

Health and Safety

· Ensure a safe working and learning environment in accordance with relevant legislation

· Carry out regular health and safety checks, including legionella risk, play equipment, safety equipment and any hazards on the school premises, report any problems to the BM.

· Provide safe access to the school in the cold weather.

· Monitor the work of all contractors, ensuring safe working practice and quality of work.

Line Management 
· Manage the cleaning team on a daily basis.
· Ensure school terms and holidays are sufficiently covered with staffing
· Delegate tasks appropriately to staff and ensure the smooth running of the team.
Responsibilities

· Comply with the policies and procedures relating to child protection, health and safety, security, confidentially and data protection.
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