
JOB DESCRIPTION for: Site Supervisor
  
	Name:   
	Starting Date: ASAP 

	Salary Grade:  – Grade G
  
	Status of Post:  

	Responsible to: Operations Manager / Facilities Manager
	Review Date:   

	Responsible for: Planned Preventative Maintenance (PPM) and reactive maintenance/ Health and Safety
	Hours: 52 weeks

	Responsibilities: Site Maintenance/Fleet/Care Taking duties  
	  


   
The Site Supervisor is responsible for: 
 
· Planning and carrying out DIY maintenance and securing the school premises, which includes buildings, grounds and equipment
· Monitoring the condition of the building, heating system, alarms and utility functions as required
· Reporting any faults or damage that need immediate or long-term attention, so the building support infrastructure remains sustainable
· Organising and supervising the work carried out by contractors to ensure the premises remain safe, clean and tidy at all times
· Maintaining a clean, safe and secure school premises, which includes buildings, grounds and equipment
· Carrying out cleaning, handyperson activities, routine maintenance and refurbishment, porterage, and minor repairs 
· Promoting Health and Safety around the school 
· All other aspects of site management, such as supervising external contractors, and site use and development planning
· Utilising and keeping online compliance and helpdesk system (Parago) up to date, to allow for clear tracking and completion of statutory and compliance based tasks, as well as keeping records of completing works. 
 


Duties and responsibilities 
 
General duties 
 
· Plan and carry out DIY maintenance and building work using a wide range of tools and equipment so that buildings, fixtures and fittings are safe to use and in good working condition. This may include low level carpentry or plumbing works. 
· Monitor the condition of the building, heating system, alarms and other utility functions as required and report on any faults or damage that need immediate or longer term attention so the building support infrastructure remains sustainable
· Carry out fire alarm testing and risk assessments for staff and contractors, contractor inductions and provide a report on matters needing attention
· Carry out weekly minibus checks, and regular cleaning when necessary, ensuring the vehicle is in road worthy condition and has sufficient fuel for trips. Liaise with the Operations Manager to ensure the minibus meets legal requirements and is up to date with Tax, MOT & Service requirements
· Carry out porterage duties, such as moving furniture and equipment around the school 
· Maintain the general school premises, furniture and fittings, ensuring the premises remain safe, clean and tidy at all times, reporting any major issues to the Operations Manager and Facilities Manager.
· Carry out repairs and DIY projects 
· Obtain and manage the preparation of specifications, quotations and contracts for all larger repairs and premises related work, including termly maintenance and larger projects identified by the Operations Manager, in accordance with Trusts financial procedures
· Supervise and monitor the work carried out on site by contractors to ensure it complies with the contract and meets the required standards for health and safety. Liaise with the Operations Manager to ensure that larger projects are completed on time, in budget and in accordance with Trust and legal regulations
· Ensure the Operations Manager and Head Teacher are regularly kept informed about all property related matters. Liaise with the Operations Manager and provide any data required for reporting to Trust
· Maintain a list of approved contractors the Trust to enable repairs, maintenance and contract work to be carried out quickly and effectively, whilst meeting all legal requirements and providing best value
· Monitor stock and maintain consumables such as soap dispensers, toilet rolls, paper towels etc and report or re-order stock as necessary to ensure an adequate supply
· Receive and manage deliveries to the premises, ensuring they are moved and stored in an efficient and safe manner and that doorways and corridors remain unobstructed

Cleaning 
 
· Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste 
· Carry out emergency cleaning duties, such as gritting and cleaning up spillages 
· Supervise the contracted cleaners to ensure the premises remain safe, clean and tidy at all times
 Security 
 
· 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 
· Carry out regular checks of CCTV and alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are reported and actioned 

Health and safety 
 
· Ensure health and safety policies are followed in terms of hazards and exits and entrances are kept clear for the safe use and passage of users. Set out and move furniture/equipment as directed so that Teaching staff can deliver teaching and activities
· Ensure a safe working and learning environment in accordance with relevant legislation  
· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to the Operations Manager 
· Ensure the record keeping is rigorous and robust and in accordance with legislative guidance in the area of Health and Safety
· Monitor and implement all elements of the Health & Safety Policy in accordance with the premises requirements and any legislative/Ofsted guidance, including the risk assessment process under the direction of the Operations Manager
· Provide safe access to the school in cold weather conditions 
 
Responsibilities 

· Be committed to the safeguarding and promotion of the welfare of children and young people 
· Comply with the policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, and equal opportunities, and report all concerns to an appropriate person 
· Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment 
· Contribute to the overall ethos/work/aims of the school 
· Establish constructive relationships and communication with all staff and other agencies and professionals 
· Recognise own strengths and areas of expertise and use these to advise and support others as necessary
· Participate in training and other learning activities and performance development as required 
· Ensure that cleaning staff carry out their duties professionally and effectively 
· Supporting the Facilities Manager in site supervision tasks, and supporting the wider team and works completed by the Assistant Site Supervisor. 
 

 
Person Specification 

	CRITERIA 
	QUALITIES 

	Experience 
	· Caretaking 
· Building maintenance 
· Security, including alarm systems 
· Cleaning work 
· DIY  
· Working as part of a team 
· Supervising others  

	Qualifications 
	· Driving License

	Skills and knowledge 
	· Good knowledge of health and safety regulations 
· Ability to work flexibly, independently and as part of a team 
· Competent DIY skills 
· Ability to plan, organise and prioritise 

	Personal qualities 
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils 
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school 
· Ability to work under pressure and prioritise effectively 
· Commitment to maintaining confidentiality at all times 
· Commitment to safeguarding and equality 
· Embraces change well 
· Deals with difficult situations effectively 
· Able to work flexibly and out of school hours as required 

	Physical requirements 
	· Be reasonably fit to carry out the duties of the job 
· Able to carry out some manual handling and lifting 
· Able to carry out work at high levels using appropriate equipment 




