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	JOB DESCRIPTION

Regional Site Co-ordinator


	PLACE OF WORK: Hub of Schools within a geographical hub of Ebor Academy Trust, working primarily from a base location school

	SALARY: NJC 12 – 20 currently £28,598 - £32,597


	REPORTS TO: Trust Estates and Facilities Manager/Health and Safety Officer

	ROLE: Full time, Full year 

	1.
	MAIN PURPOSE OF JOB
· Maintaining clean, safe and secure school premises, for all users, which includes buildings and grounds

· Carrying out cleaning, handyperson activities, routine maintenance and refurbishment, porterage and minor repairs

· Oversight of main school cleaning staff 

· Undertaking regular specialised testing and compliance checks, keeping the statutory and operation compliance up to date using an online software system

· All other aspects of site management, such as supervising external contractors, site use and development planning

· Promoting health and safety around the school

· In addition to main school Site Manager role:

· Oversight and coordination of site managers/caretakers within hub

· Oversight of cleaners within hub

· Support small in house projects

· Broad oversight of budgetary constraints

· Oversight of estates and facilities contracts across schools

· Develop local small contractor pool

· Reduce callout costs of major contractors by using local contractor network

· Shadowing staff to ensure understanding of individual school needs

· Build consistent processes across hub of schools to ensure working methods are shared and effective

· Mirror own role in base location school across hub schools, delegating to Site Manager/Caretaker where appropriate



	2.
	KEY TASKS

	2.1
	Security

	
	2.1.1
	To act as key holder and first point of contact for access to school premises out of hours.

	
	2.1.2
	To be responsible for the security of the buildings and grounds e.g. monitoring of surveillance equipment and intruder alarms.

Unlocking and securing of buildings which may include room hire for non-school activities outside normal school hours.

	
	2.1.3
	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.

	
	2.1.4
	Set security alarm systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures.

	
	2.1.5
	Carry out regular checks of alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned.

	
	2.1.6
	Advise the Headteacher on all matters relating to school security and safety.

	
	2.1.7
	Perimeter checks and site checks (after high winds etc).


	2.2
	Health and Safety

	
	2.2.1
	Ensure a safe working and learning environment in accordance with relevant legislation

	
	2.2.2
	Carry out and record, using provided software package and paper records where appropriate; regular health and safety checks, including on legionella risk, asbestos monitoring, play equipment, fire safety, planned preventative maintenance, safety equipment, and any hazards on school premises; report and escalate any problems to the Trust Estates and Facilities Manager, as applicable.

	
	2.2.3
	To ensure all fire safety and health and safety regulations are adhered to e.g. testing of fire equipment and following the rules for evacuating the buildings and grounds.

	
	2.2.4
	Maintain the grounds. Includes salting/gritting and clearance of snow in adverse weather conditions, sweeping and clearing leaves.

	
	2.2.5
	To make sure the premises are clean and that rubbish is collected and taken away, and any graffiti is removed. Includes cleaning up when children are ill or have accidents.

	
	2.2.6
	Make sure all members of the team follow health and safety procedures.

	
	2.2.7
	Monitor the work of contractors, ensuring safe working practice and quality of work.

	2.3
	General Duties

	
	2.3.1
	Carry out porterage duties, such as moving furniture and preparing rooms for meetings and activities and clearing away afterwards, changing classroom furniture and setting up halls and moving equipment around the school in a safe way.

	
	2.3.2
	Maintain the general school premises and report any issues to Headteacher / Trust Estates and Facilities Manager.

	
	2.3.3
	Maintain the furniture and fittings and report any issues to Headteacher.

	
	2.3.4
	Carry out minor repairs e.g. securing broken windows, changing light bulbs and unblocking sinks and drains and reporting any faults requiring specialist help e.g. electrical contractor to the Trust Estates and Facilities Manager.

	
	2.3.5
	Arrange larger repairs and obtain quotes from contractors in conjunction with Trust Estates and Facilities team.

	
	2.3.6
	To ensure the safe storage of equipment and supplies and the keeping of appropriate records.

	
	2.3.7
	Occasionally accepting deliveries and checking off receipt of goods.

	
	2.3.8
	General tidying in corridors/inform relevant staff of issues.


	2.4
	Cleaning

	
	2.4.1
	Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste.

	
	2.4.2
	Carry out emergency cleaning duties, such as disinfecting areas and cleaning up spillages.

	
	2.4.3
	Arrange an annual deep clean of classrooms, staffrooms, kitchen, dining areas, food tech areas and other frequently used spaces on school premises.

	
	2.4.4
	Take responsibility of the maintenance of cleaning tools and products, including arranging replacements and ensuring good stock levels.

	2.5
	Line Management

	
	2.5.1
	Oversight of cleaning team members across hub of schools.

	
	2.5.2
	Ensure school terms and holidays are sufficiently covered with staffing to maintain premises.

	
	2.5.3
	Delegate tasks appropriately to staff and ensure the smooth running of the school.

	2.6
	Responsibilities

	
	2.6.1
	Comply with all Academy and Trust policies and procedures.

	
	2.6.2
	Be committed to the safeguarding and promotion of the welfare of children and young people.

	
	2.6.3
	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.

	
	2.6.4
	Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment.

	
	2.6.5
	To co-operate in any staff development activities required to effectively carry out the duties of the post and to participate in the Trust’s personal development plan process.

	
	2.6.6
	Contribute to the overall ethos/work/aims of the school.

	
	2.6.7
	Establish constructive relationships and communication with all staff and other agencies/professionals

	
	2.6.8
	Recognise own strengths and areas of expertise and use these to advise and support others.

	
	2.6.9
	Ensure that cleaning staff carry out their duties professionally and effectively.

	
	2.6.10
	Ensure contractors and external visitors comply with security and health and safety while on school premises.

	
	2.6.11
	Any other reasonable duties commensurate with the level of the post.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

Responsible for day to day supervision of the cleaning team.

	4. 
	MAIN CONTACTS & RELATIONSHIPS

Internal:  Trust Estates and Facilities Manager Headteacher, Site Manager/Caretaker of Hub Schools, main school - school staff, main school - children.

External: Parents, contractors and visitors to the school.



	PERSON SPECIFICATION

Regional Site Co-ordinator

	5.


	KNOWLEDGE AND QUALIFICATIONS

Essential, i.e. the postholder must have:
· Excellent knowledge of buildings and grounds maintenance, applicable to the education sector

· Understanding of, and commitment to, the safeguarding of children

· Knowledge of manual handling techniques

· Understanding of fire safety measures

· Knowledge of security requirements

· Knowledge of cleaning and maintenance of floor coverings and use of specialist equipment

· Excellent level of numeracy, literacy and IT is required for this role

· Ability to work flexibly, independently and as part of a team

· Excellent DIY skills, including safe use of power tools

· Ability to plan, organise and prioritise workload and time management

· Own Transport and full UK driving licence

Additionally, the postholder must have a good awareness and knowledge of:

· Health & Safety legislation and its practical implications

· COSHH issues

· Electrical safety

· Waste disposal procedures

· Safe disposal of sharps (in relation to medical needs)

Desirable, i.e. the postholder would ideally have:

· School protocols, policies and procedures 

· Knowledge of how to use ladders and platforms safely

· Boiler maintenance

· Locksmith techniques

	6.
	PHYSICAL REQUIREMENTS
The applicant should:

· Be reasonably fit to carry out the duties of the job

· Able to carry out some manual handling and lifting

· Able to potentially carry out work at high levels, following training, using appropriate equipment

	7. 
	EXPERIENCE

· Experience of acting in the capacity of caretaker/general maintenance

· Experience of working to policies, procedures and regulations

· Experience of working with a team to achieve a good result

· Experience of undertaking repairs and maintenance in a commercial/public property

· Experience of handling security in a premises, including alarm systems

· Working in a team

Desirable, i.e. the postholder would ideally have:

· Experience of undertaking commercial cleaning 

· Experience of undertaking cleaning and/or caretaking in a primary school setting

· Experience of successfully supervising small teams

· Experience of undertaking risk assessments

· Experience of undertaking asbestos, legionella and other checks

· Supervisory experience for a small team of staff
· Collating a plan for larger maintenance works

	8. 
	SKILLS AND PERSONAL QUALITIES

Essential, i.e. the postholder must have:
· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Excellent general DIY skills

· Must have a commitment to the safeguarding of children, equalities and health and safety

· Must have a flexible approach to working hours, especially to working evenings and weekends and covering holidays and sickness during week days when required, with appropriate notice
· Ability to work in accordance with the school’s health and safety policies and the code of safe working practice for caretaking premises staff

· Ability to operate machinery and equipment as is necessary for caretaking

· Ability to work to on own initiative, under pressure and prioritise effectively

· Ability to lift and carry items as required, safely

· Ability to communicate well with children, school staff, contractors and visitors

· Ability to respond calmly to emergencies

· Ability to embrace change

· Skills obtained from a trade such as painting, decorating, plumbing

· Ability to deal with difficult situations effectively
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