	THE WINDSOR BOYS’ SCHOOL
Job description:   SITE MANAGER

Line Manager:       School Business Manager

Posts directly supervised:  2  Caretakers

Hours: 37 hours per week plus an additional 120 hours

Job grade: Management grade 8
Main purpose of role:  To ensure that school buildings and school site are maintained to a high standard and are secure through supervision and management of all site maintenance, services and health and safety matters, including the control of all external contractors and users of the site.

	

	JOB PURPOSE

	In conjunction with the School Business Manager and Headteacher, ensure that the school buildings and the school site are maintained to a high standard, are secure and offer the maximum effective use to meet the needs of the school day and extended hours provision. To be responsible for health & safety matters, effectively lead the site team and to manage on-site contractors.




	SCOPE OF JOB 

	Size of site: Just under 10,000 sq. m, comprising of 6 buildings plus outbuildings and playing fields.
Operates during and outside of school opening hours. On call for out of hours emergencies and alarms calls 24 hours per day, 7 days a week. Works both indoors and within the school grounds throughout the year.

To ensure that the physical school environment is maintained to a standard that allows the school to function on a daily basis.

To oversee on-going refurbishment and upgrading of facilities.

To work with commercial cleaning/ maintenance materials, which require appropriate handling and application. Uses equipment such as floor polishers, drills, electric saws etc.

Required to move furniture including heavy items.
To liaise with contractors whilst on site to ensure their safety and that of staff and pupils is maintained and that disruption to the daily routine of the school is minimised.

To be responsible for the management of Health, Safety and Environment including emergency procedures.

To negotiate with suppliers to achieve cost effective purchases and oversee the purchase of supplies and services for the school including obtaining quotations and placing orders in accordance with the schools financial regulations.

To monitor and liaise regularly with the School Business Manager on the schools expenditure on the premises and utilities, ensuring action is taken to facilitate good budget management and effective use of resources.

To provide updates and recommendations concerning  the Site

To supervise caretakers and liaise with cleaners

The postholder will acquire knowledge and information about staff and pupils through their day to day contact and must be discrete and maintain confidentiality at all times.



	KNOWLEDGE, SKILLS & EXPERIENCE

	Project & Budget Management
At least one specialist skill area such a carpentry,  electrics, plumbing, heating systems etc

Evidence of training/qualifications in relevant duties.

ICT literate

Supervisory skills

Health and Safety knowledge

Environmental management especially related to waste and control of pollution.

Able to juggle conflicting priorities in a busy and hectic environment

Must be physically fit, able to bend, lift and use step ladders.

Good interpersonal skills.

Must be able to demonstrate excellent verbal and written English language.



	

	JOB ACCOUNTABILITIES

	Ensure that the buildings and school site are secure, particularly out of school hours, in order to prevent unauthorised entry and potential damage/theft. To take remedial action where required. This will include being on call for emergencies/alarm calls.

Undertake general maintenance within specialist area such as heating, lighting, plumbing and security systems to ensure they operate safely and efficiently. Arrange emergency repairs as and when required to minimise disruption to the school working day. This will include arranging annual maintenance and safety checks. 
Ensure preparation of areas for school related events such as parents evenings.
Undertake minor maintenance and repairs such as painting, as required. This will include internal and external areas.

Work with and give advice to the School Business Manager to identify the annual maintenance plan and longer term maintenance requirements in order to plan a cost effective maintenance programme. Progress plan once agreed.

Identify and document daily and weekly maintenance priorities and ensure work completed to required standard and within appropriate time scales.

Liase with contractors whilst on site ensuring that work is completed in line with the specification and to the required standard. Take appropriate action to resolve problems.
Oversee general presentation of school grounds in line with standards agreed with Headteacher including management  of ground contractors, cleanliness and litter control.

Purchase equipment and supplies within the budget agreed by the School Business Manager, ensuring that value for money is obtained.

Liase with the administration team regarding school lettings, arranging facilities as specified by the hirer, clearing away and securing the area. 
Supervise site staff, ensuring staff understand priorities, undertake training and performance management of staff.

Ensure that all allocated equipment and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse.

Carry out administrative tasks eg. maintaining records, information and data, producing reports as required.

Ensure that all records and associated paperwork are complete in line with the schools requirements and to meet processing deadlines.
To be aware of and implement in full the schools Health and Safety Policy and help develop and maintain the policy in light of changing circumstances.

Perform duties in line with Health & Safety rules and ensure the school is compliant with all aspects of health and safety.  To take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.

To be the subject matter expert for the building management system, boilers, door controls, alarms and other advanced on site systems. Ensuring they are fully utilised and managed in the most efficient and effective way to ensure streamlined operation of the site.  

To ensure fire systems and equipment are maintained and regular testing takes place and  to assist in all fire/safety evacuation procedures and tests.  Ensure that the School maintains a current and compliant Fire Safety certificate.
To ensure that equipment used by caretaking and cleaning staff is validated and in safe working condition.

To ensure that Risk Assessments and COSHH Assessments are up-to-date, and staff are trained in their use.

Monitor and manage stock (eg. bulbs, cleaning / hygiene materials) within an agreed budget, cataloguing resources and undertaking audits as required.

Maintain an inventory of all machinery, equipment and /materials.
Conduct weekly safety checks on 3 minibuses and maintain logs.

Take monthly meter readings and record.
Operate relevant equipment/ICT packages (e.g. MS Office, internet, intranet, E-mail)

Ensure all statutory checks are conducted by approved contractors in line with agreed contracts and legal responsibilities.

Ensure all works on the site are conducted in a safe manner and that the schools Asbestos management policy has been fully complied with.
To be aware of and implement in full, the schools safeguarding policy.

Any other reasonably requested duties.




Post holder's signature ___________  Name ______________ Date _______
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