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Job Description

Member of Staff:			Vacancy

Post Title:				Facilities Manager			

Grade:				10

Responsible for:			Site Team

Responsible to:			Head of School Business and Resources

Overall Responsibility:
To oversee the security, safety, cleanliness/hygiene and development of the facilities, to provide an effective environment to meet the needs of the school.

Ensure that legislative requirements are met and that work is delivered in accordance with agreed standards, specification and budget.

Specific Duties and Responsibilities:

Site Development
Contribute to the delivery of projects in the School's Improvement Plan ensuring that work is delivered in accordance with agreed legislation, standards, specification and budget:

1. Develop and monitor medium to long term site development plans and budgets.
2. Provide technical advice and guidance to the Senior Leadership Team (SLT) and Governors on proposed capital developments, attending meetings if required.
3. Develop good working relationships with the Peak National Park, the Local Authority, planners, architects, engineers and other technical consultants on all aspects of capital development to ensure programmes are delivered appropriately.
4. Plan and project-manage site developments, arranging quotes and ensuring value for money, liaising with and coordinating contractors and ensuring that project budgets are managed effectively.
5. Ensure all work is carried out in accordance with Health and Safety, planning and building regulations, liaising with Construction Design and Management Co-ordinators and principal contractors in accordance with the Construction (Design and Management) Regulations 2007.

Day to Day Operations: 
Be responsible for the efficient daily operation of the school site, delegating tasks to the site team as appropriate, to include:
1. Ensure that the premises are unlocked, clean, furnished and heated ready for use each day, liaising with the relevant persons regarding lettings, internal activities and functions, and room layouts.
2. Liaise with staff in respect of events taking place on site to co-ordinate the movement of furniture, staging, equipment, and stock as appropriate.
3. Undertake minor repairs.
4. Ensure that standards of cleanliness and hygiene are achieved and maintained.
5. Ensure prompt action in crisis situations e.g. flooding, snow, damage, burglar alarms, heating failure etc liaising with the emergency services as appropriate. 
6. Organise the daily cleaning of the site and deep-cleaning at least annually or as needed. 
7. Ensure that the premises team are fully conversant with the running and maintenance of all essential facilities systems (e.g. heating, plumbing, alarms).
8. Ensure that energy usage is monitored; make suggestions for improving energy efficiency and implement energy conservation initiatives in consultation with SLT.
9. Ensure that there are robust security arrangements to protect the school premises and contents. 

Building Maintenance
Be responsible for the maintenance of the site, buildings and plant to include:
1. Conduct an annual audit to assess the extent to which the premises are meeting the needs of the school, are fit for purpose, safe and clean and that space is effectively utilised.
2. Develop and monitor a planned preventative maintenance and decoration programme in consultation with SLT.
3. Plan and project-manage building maintenance works, arranging quotes and ensuring value for money, liaising with and coordinating contractors.
4. Maintain a system of tracking the servicing and maintenance of fixed plant and equipment including heating, plumbing, electrics, fire and burglar alarms systems.  Arrange servicing to meet the required timescales. 
5. Ensure that actual or potential hazards/defects on the school site are identified and rectified as soon as possible.
6. Ensure that equipment and machinery for use by the team is properly stored, maintained and serviced. 

Grounds Maintenance
Ensure that grounds are maintained to a safe and tidy standard and meet the needs of the school, to include:
1. Organise regular site inspections to check the site is kept free of litter, that walkways are clear, drains are free from blockages, boundaries are in good condition, and any site defects rectified. 
2. Arrange for the up-keep and landscaping of the school grounds, including mowing, hedge trimming, tree cutting etc., ensuring value for money.
3. Liaise with PE Staff regarding sports needs such as marking out pitches, erection of nets, goalposts etc.
4. Ensure that grounds equipment is appropriately used, stored, maintained and serviced.
5. Ensure clear and safe pedestrian and vehicle access to the site during adverse weather conditions (e.g. snow clearing and gritting).

Health and Safety
Be responsible for site-related health and safety, to include:
1.	Attend meetings of the Health and Safety Group, undertaking any support work required, including Health and Safety Audits and reports.
2.	Assist with the investigation of accidents and incidents with implications for the school’s facilities, ensuring action is taken to prevent a recurrence or minimise the risk as appropriate. 
3.	Review risk assessments and associated activities related to the site operations and site safety. 
4. Co-ordinate procedures for the safety testing and inspection of portable electrical appliances. 
5. Be the ‘responsible person’ for fire safety, ensuring compliance with legislation and conducting a fire risk assessment at least annually. 
6. Operate the ‘Permit to Work’ system in line with the Asbestos policy and maintain the Asbestos Register.

Management of Staff
Be responsible for the management of allocated staff to include the following duties:

· Assisting in the recruitment process for staff.
· Inducting new staff and managing probationary periods.
· Conducting appraisals and ensuring development needs are met.
· Absence management and cover arrangements (including ensuring cover during the school holidays, weekends and out of hours).
· Completing returns indicating absences and additional hours/overtime for the team.
· Delegating tasks and duties and prioritising the work.  
· Monitor workflow to identify opportunities for improvement.
· Day to day supervision to ensure objectives, target and timescales are met.
· Conducting regular team meetings to cascade information and discuss issues.

Management of Resources
Be responsible for the management of all resources within the department in accordance with the Financial Regulations, to include the following duties:

· Selecting resources to be purchased.
· Approving orders.
· Receiving goods.
· Stock control.
· Processing invoices.
· Monitoring the allocated budget.

General Duties and Responsibilities:

1.	Support the aims, ethos and priorities of the school.
2.	Undertake training and development activities relevant to the position.
3.	Maintain an understanding of and work within school policies, procedures and statutory regulations, including in respect of health and safety, equal opportunities, data protection, safeguarding children and safer working practice.
4.	Carry out any other reasonable duties and responsibilities within the overall function, commensurate with the grading and level of responsibilities of the post.


Person Specification 

	
	Essential or Desirable

	Experience:

	Managing/leading a team of people
	Essential

	Managing a budget
	Essential

	Managing operational performance
	Essential

	Undertaking maintenance/DIY tasks
	Essential

	Working as a caretaker
	Essential

	Managing building projects
	Desirable

	Working in a school/education
	Desirable

	Managing change
	Desirable

	Qualifications:

	Good standard of education at GCSE or equivalent
	Essential

	Evidence of continuing professional development
	Essential

	5 GCSEs grade C+ including English and Mathematics or equivalent
	Desirable

	ILM Certificate in Line Management or equivalent
	Desirable

	Relevant level 3 qualification (e.g. Health & Safety)
	Desirable

	Knowledge:

	Understanding of the importance of safeguarding children and of safer working practice
	Essential

	Detailed knowledge of health and safety, including safe systems of work, personal safety, risk management, COSHH etc.  
	Essential

	Building and grounds maintenance methods
	Essential

	Construction processes, techniques and materials 
	Desirable

	Tendering procedures
	Desirable

	Building and planning regulations
	Desirable

	Skills:

	Ability to delegate
	Essential

	Making effective decisions
	Essential

	Ability to recognise the need for and maintain a high degree of confidentiality
	Essential

	Ability to relate to teachers, other professionals, parents/carers and students
	Essential

	Ability to work as part of a team and on own initiative
	Essential

	Ability to work calmly and professionally under pressure 
	Essential

	Attention to detail
	Essential

	Ability to organise and prioritise work effectively and to deadlines
	Essential

	Good communication skills
	Essential

	Problem-solving
	Essential

	Technical skills (e.g. interpreting technical drawings and plans)
	Desirable

	Attitudes and Values:

	Commitment to school improvement and raising achievement for all students
	Essential

	Ability to form and maintain appropriate relationships and personal boundaries with young people
	Essential

	Takes responsibility and understands accountability
	Essential

	Committed to the needs of the students, parents/carers and other stakeholders 
	Essential

	Demonstrates a “can do” attitude including suggesting solutions, participating, trusting and encouraging others and achieving expectations
	Essential

	Adaptable to change
	Essential

	Ability to relate to and promote the school ethos
	Essential

	Other:

	Willing to self-improve / attend training
	Essential

	Ability to carry out manual handling
	Essential

	Ability to work at height (with appropriate training)
	Essential



The post-holder must be prepared to carry out additional duties which may reasonably be required by the Headteacher. The duties of this post may vary from time to time, as required by the Headteacher, without changing the general character of the role or the level of responsibility.
 
Evidence will be drawn from some or all of:

· Letter in support of application
· Application form
· Response to questions during interview
· Test or task
· References
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