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	Job Title:
	Site Manager
	Reports to:
	Headteacher

	Location:
	Goosewell Primary Academy
	Accountable to:
	Headteacher

	Salary/Grade:
	Plymouth Grade D
	Hours of Work:
	0 Hours Contract







Principle Purpose of the Role		

· Upkeep and oversight of school site.

Key Duties

· To manage the school site and buildings, ensuring security and safety.
· To maintain the school property – including general electrical/plumbing, carpentry, heating and boilers repairs and calling in external contractors as required.  
· To monitor and ensure compliance by contractors.
· To arrange and oversee general maintenance contracts.
· To facilitate the work of external contractors by providing site access, knowledge of existing services and other school requirements.
· To be on-call to supervise school gates; fire and intruder alarms and any other emergency maintenance.

Supervision and Management

· The job holder does not have any management responsibility however will be required to supervise external contractors from time to time.

Creativity and Innovation (i.e. Problem Solving)

Examples of where creativity is used in the job are:
· Repairing, maintaining and cleaning of buildings and the whole site to provide a pleasant and safe working environment for all staff and pupils.
· Liaison with external contractors ensuring that they have full access to meet their requirements and that they work with least interruption to teaching and learning.
· Daily dealings with students in passing and whilst moving around the school.

Key Contacts and Relationships

	Headteacher
	· Clarify work schedule
· Seek approval of projects
· Report personnel matters
· General liaison

	Admin office
	· Emergency repairs / issues
· Arrival of contractors
· Services, access to

	Teachers
	· Meeting arrangements
· Support teachers on specific projects e.g. arrival or scenery for play
· Dealing with problems, e.g. emergency cleaning

	Kitchen staff
	· Arrival of equipment

	Contractors
	· Provide access to and monitor work including health and safety

	Pupils
	· Gate opening in the morning and general interaction around the school during the day.



Decision Making

Decisions made by the jobholder relate to:
· Purchase of cleaning equipment and consumables
· Employment of maintenance contractors

Resources

· The job holder is responsible for the security and safeguarding of the school site and buildings.

Generic Responsibilities

· To maintain ongoing Continuous Professional Development (CPD) activity and undertake any in-service training related to the post, including annual mandatory and role-specific training.
· To maintain regular contact and good working relationships with all staff throughout the Trust and external organisations.
· To maintain the security of the data held in the Trust systems in line with all relevant legislation, including the Data Protection Act 1998 and UK General Data Protection Regulations.
· To actively participate and attend team (and other) meetings as required for updates regarding Departmental procedures and action accordingly.
· To support the Trust’s internal and external audit processes.
· To act as an exemplary role model of the Trust’s values and behaviours.
· To ensure that safe working practices are followed in respect of all areas within the provisions of The Health and Safety at Work Act 1974.
· To comply with Trust Policies and Procedures.  
· To maintain confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other people except in the recognised course of duty. The postholder must always meet the requirements of the Data Protection Act.
· To be aware of, promote and implement the Trust’s Quality and Information Security Management Systems.
· To report to line manager, or other appropriate person, in the event of awareness of bad practice.

Staff Development and Performance

· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
· The Trust will aid and agree development objectives for the postholder to enable the postholder to achieve their objectives and standards in line with the development plan.
· If the postholder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their line manager at the earliest opportunity.

Working Environment

· The work is subject to interruptions (e.g. to deal with emergencies) but this does not normally involve a significant change to the overall work programme.
Note: You may be required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed. As such, the job description therefore is not intended to be exhaustive. It is also subject to change in the light of service developments and in consultation with the postholder and their manager. The post holder will be expected to adopt a flexible attitude to the duties to meet deadlines.



Person Specification

	Experience, Knowledge and Skills

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Good standard of practical knowledge and skills in repair and maintenance
	E
	X
	X

	Understanding of general Health & Safety requirements
	E
	X
	X

	Staff supervision skills
	E
	X
	X

	Personal Attributes

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Able to act at all times in accordance with appropriate legislation and regulations, codes of practice, the provisions of the Trust’s constitution and its policies and procedures
	E
	X
	X

	Able to work within the requirements of the Trust’s Health and Safety policy, performance standards, safe systems of work and procedures
	E
	X
	X

	Able to undertake all duties with due regard to the Trust equalities policy and relevant legislation
	E
	X
	X
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