
SALTWOOD CHURCH OF ENGLAND 
PRIMARY SCHOOL

SITE MANAGER/CLEANER
JOB DESCRIPTION 

	Job purpose:
	To undertake general cleaning and maintenance, gardening and security duties, as directed, on school premises and sites.
To support the Cleaner in Charge at Bodsham CEP with her duties

	Reporting to:
	Headteacher and School Business Manager.

	Liaising with:
	Headteacher, School Business Manager and other school staff.

	Grade of Post:
	Kent Scheme B.

	Hours:
	20 hours per week, 7am – 11am, 5 days per week.

	Disclosure & Barring Service Level:
	Enhanced.



Job Outline

1. Maintain the security of the school premises by locking and unlocking entrances and exits as required, securing the building using the alarm system and reporting any potential security breaches.
2. To be the main key holder and attend to call-outs outside normal working hours.
3. To provide access to the school site out of hours, as requested.
4. Undertake daily agreed cleaning duties and ad hoc duties, including graffiti removal, litter picking and assembly of waste for collection.
5. Undertake emergency cleaning duties/activities e.g. spillages and to maintain a safe clean and orderly learning and working environment e.g. gritting.
6. Take reasonable action to keep drains, downspouts, waste pipes, etc. clean and clear of minor blockages that are clearly visible.
7. Carry out minor/simple repairs not requiring a contractor e.g. changing light bulbs, unblocking drains, basic plumbing, etc.
8. Report any need for repair or maintenance work to the Bursar.
9. Carry out regular health and safety checks e.g. fire alarms, water sprinklers, and legionella testing and report findings to Bursar.
10. Carry out weekly health and safety checks relating to playground equipment, hazards around school and potential unsafe practice; and report findings to Bursar.
11. Undertake light gardening duties and ensure school buildings, entrance areas and playgrounds are free from rubbish.
12. Operate the heating plant, cooling and lighting systems, ensuring efficient use of resources.
13. Ensure lights and other equipment are turned off, as required, and to report faulty equipment and other maintenance requirements to the Bursar.
14. Carry out ‘deep cleaning’ annually and as required.
15. Ensure that cleaning equipment is properly maintained and in good working order.
16. Order and maintain supplies of cleaning materials for own use, and domestic consumables for school use.
17. Ensure adequate supplies of domestic consumables are in all cloakrooms and toilets.
18. Carry out rubbish removal, as necessary, and ensure bin store is kept clean and tidy.
19. Provide a porterage service around the school and assist with receipt, distribution, collection and despatch of goods.
20. Undertake basic record keeping, as required.
21. Welcome contractors on site and, in the absence of the Bursar, check DBS clearance before they enter the premises.
22. Liaise with Bursar about the school’s requirements of contactors and report any problems at the first opportunity.
23. Attend inspections by Health and Safety Governor, as required.
24. Work collaboratively with cleaning staff to ensure smooth running and delivery of cleaning services.
25. Be aware of, and comply with, policies and procedures relating to child protection, health and safety, security and confidentiality, reporting all concerns to an appropriate person.
26. Undertake other duties, consistent with the post and job description, as may be required from time to time by the Bursar or Executive Headteacher.

Other Specific Duties

· To carry out the duties in the most effective, efficient and economic manner available.
· To continue personal development in the relevant area.
· To participate in the staff review and development appraisal process.
· To play an active role in the life of the school.

Health and Safety Training
· To undertake Health and Safety Training on areas within your remit.
























PERSON SPECIFICATION FOR SITE MANAGER/CLEANER
	[bookmark: _GoBack]Experience:
	Experience in DIY/practical skills is essential.
Experience in caretaking or a related field is desirable, but not essential.
Experience in dealing with contractors is desirable, but not essential.


	Qualifications or
Training:

	Basic literacy and numeracy skills are essential.  A GCSE, NVQ or similar qualification is desirable.


	Practical Skills:
	Excellent practical/DIY skills are essential.


	Personal Qualities
and Attributes:
	1. Can self-motivate and think for themselves.  Shows initiative; needs little supervision.
2. Able to plan and organise a work routine.
3. Is well-organised – can prioritise a number of jobs.
4. Able to work as a member of a team.
5. Can manage a team.
6. Has flexibility – can work full days for special events.
7. Desirable but not essential: able to offer a trade (electrical/plumbing/building) etc.
8. Be prepared to take part in appropriate training.
9. Able to complete paperwork and cost materials/equipment.
10. Is willing to meet the needs of all staff and negotiate timescales for jobs.
11. Observant – notices what needs to be done.
12. Deals with health and safety issues first, and promptly.
13. Efficient.
14. Knows the mission and priorities of the school and supports these in his/her work.
15. Able to use equipment relevant to post.
16. Basic gardening skills.

Personal Qualities
1. Comfortable working within the school’s Christian values.
2. Lively and enthusiastic.
3. Clean and well-presented.
4. Confident to deal with visitors.
5. Confident to deal with contractors on site.
6. Is willing to give generously to school life.
7. Honest, with integrity.
8. Remains cool under pressure.
9. Has high standards.
10. Cheerful/respectful disposition to staff, children, parents and visitors.
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