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Snodland Church of England
Primary School

Job Description
	Job Title:
	Site Manager

	Hours:
	37.5 hours per week — full time

	Responsible to:
	Headteacher

	Scale:
	Kent Range 6


Responsibilities of post
Principal Accountabilities
Manage the maintenance and caretaking activities of the school site to ensure the safety, security and sound condition of buildings, facilities and grounds.
To Line Manage all cleaning staff, including managing cleaning staff rotas for holiday times.
Outline of Main Duties
1) Provide an early morning reception service, also covering for reception staff at other times of the day as necessary, in order to meet the security needs of the organisation.
2) Receive goods, assisting with loading and off-loading to ensure they are correctly handled and delivered to the correct recipient.

3) Move, clear and store furniture, equipment and rubbish[image: image2.jpg]



4) Prepare meeting rooms.
5) Monitor the tidiness of the buildings and ensure internal and external areas are kept clear of waste and litter at all times, also carrying out minor maintenance such as changing light bulbs and fluorescent tubes to ensure a safe environment is maintained.
6) Monitor the safety and security of the buildings taking corrective action or reporting hazards or defects to ensure a safe working environment is maintained.
7) Order the necessary materials, equipment for the work to be carried out, collecting them or having them delivered to ensure the work can start on time.
8) Maintain tools and equipment to ensure they are kept in good working order.
9) Ensure the working area is left clean and tidy at the end of each day and at the end of the job to ensure a safe environment is maintained.
10) Fixing or reporting any problems, attend to all contractors visiting or working on site, to ensure a safe environment and liaising with line manager as appropriate.
11) Assist in the setting up of audio/visual equipment to be used when needed.
12) Prepare a planned programme of maintenance and improvement work priorities for discussion at each Premises Committee meeting.
13) Co-ordinate and supervise on-site contractors to ensure the smooth operation of maintenance work on the school site.
14) Undertake general repairs and maintenance around the site, inside and out, including decorating, repairs on furnishings and buildings, including woodwork to ensure a safe [image: image3.jpg]
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15) Attend to all contractors visiting or working on site, to ensure a safe environment.
16) Manage all routine safety checks around the site, to include fire safety, risk assessments to ensure safety of all people on the school site.
17) Monitor the boiler system and taking meter readings to ensure the system is kept running on a day to day basis.
18) The post holder will often take decisions on behalf of the Headteacher, allowing them to focus on teaching and learning.
19) Organise quotes for work.
Cleaning Staff
1) Liaise with cleaners to ensure that the school is kept in a clean and tidy condition and that all necessary cleaning materials and equipment are available and in a safe condition to use.
2) Walk the school on a weekly basis to ensure that the cleaners are carrying out their work to the highest standard so that the school is a clean environment for everyone to work in[image: image5.jpg]



Other Duties
1) Purchase food for Achievement Award Tea and assist with the catering
2) Prepare working lunches for meetings
3) Purchase ad hoc items as required from local shops
4) School Banking Run
5) Attend Premises Committee meetings in an advisory capacity
6) The post holder will also be required to undertake any other reasonable request made by the Headteacher.
