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Job Description
	Job Title:
	Site Manager


	Line Manager:
	Business Manager




Purpose of the Job:
To be responsible for the security, caretaking and general maintenance needs of the premises ensuring a safe working environment for all.
Key duties and responsibilities:
1. To ensure the site, buildings and grounds are maintained and are tidy in appearance and provide a safe and welcoming environment for pupils and staff.
2. Undertake general repairs and maintenance around the establishment including plastering, decorating, repairs on furnishings and buildings, including carpentry and plumbing to ensure a safe environment is maintained.
3. Arrange emergency repairs in liaison with the Headteacher and Business Manager, obtain quotes from approved contracts ensuring work is completed within the appropriate timescale.
4. Undertake grounds maintenance duties, e.g. grass cutting, hedge trimming, shrub pruning and planting, weeding & clearance of leaves.  
5. Storing and maintaining resources such as cleaning supplies and equipment.
6. Act as a key holder and control site keys and routine and non-routine opening.
7. Carry out minor works to improve the site as required by the Headteacher/Business Manager, e.g. making planters, fixing fences and making raised beds etc.
8. Maintain security of the site i.e. checking and changing CCTV tapes (if relevant), fixing or reporting any problems.
9. Attend to all contractors visiting or working on site, to ensure the site is secure and the environment is safe.
10. Liaise with stakeholders in respect of arrangements for safeguarding in accordance with school policies and procedures.
11. Report any breaches of security immediately and ensure that any resultant damage is remedied properly and promptly.
12. Operate systems such as heating, cooling, lighting and alarms.
13. Shall produce and implement and keep records in relation to an annual maintenance plan which identifies and schedules service contracts and long-term non-recurring, short term cyclical and preventative work.
14. Maintain an up-to-date location plan of all turn valves and switches for utilities.
15. Perform duties in line with health and safety regulations (COSHH) and act where hazards are identified, reporting serious hazards to your line manager immediately.
16. Undertake general portage duties including moving furniture and equipment within the school and taking in deliveries ensuring supplies are correctly handled.
17. Take meter readings from appropriate sites around the premises to assist in ensuring invoices received are correct and budget monitoring is maintained.
18. Will support the Headteacher and Business Manager to draw up and maintain a premises development plan which prioritises the work required and the associated costs.
19. Promote and coordinate lettings of school facilities to ensure that income opportunities are maximised and that required documentation is completed.
20. Order and maintain stocks of materials, equipment and protective clothing as required.
21. Ensure all deliveries to the school are correctly accepted, securely stored and distributed.
22. Ensure that appropriate signs and notices are displayed.
23. Setting up of the hall and rooms when needed e.g. open days, parent evenings etc.
24. Carry out regular compliance checks in accordance with the schedule e.g. water temperature testing, for which the necessary training will be provided.
25. Collect and assemble waste for collection.
26. Organising testing for asbestos and other health and safety procedures.
27. Shall prepare and update a list of approved contractors for repairs, maintenance and redecoration, preparing specifications and obtaining tenders and ensuring best value.
28. Act as a school contact in relation to premises related contractors. 
29. Undertake the erection, dismantling and maintenance of sports equipment  
30. Produce appropriate Risk Assessments and safe systems of working, in line with Health & Safety regulations and ensure that work is carried out safely.  
31. Provide effective materials and machinery management to ensure all equipment is correctly stored and maintained in accordance with appropriate legislation and policies.  
32. Ensure all machinery is serviced as necessary.  
33. Ensure work areas and the maintenance shed is kept clean, tidy and secure at all times.  
34. Clean and clear all drains and gullies, etc. to ensure effective and healthy operation in accordance with Health & Safety procedures.  
35. Clear snow, ice, moss and detritus as appropriate, including treatment of surfaces with salt, etc.  
36. To maintain the school vehicles including regular cleaning, organising of MOT’s, servicing and repairs to ensure the health, safety and welfare of passengers.
37. To ensure that the required documentation in respect of the reporting of incidents, including accidents is completed.
38. Uphold the school’s policy in respect of child protection and safeguarding matters.
39. Ensure the highest standard of work is achieved in an efficient and timely manner.  
40. Any other duty as assigned to you by your line manager.
41. This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once a year, and it may be subject to modification at any time after consultation with the post holder.
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