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JOB DESCRIPTION

Title of Post:			Site Supervisor

Responsible to:		School Business Managers and Headteachers

Hours:				37 hours per week (18 hours 30 at each school) 
52 weeks per year

Working Pattern:		Monday – Friday
				Working hours can be flexible with agreement by all parties. 

Annual Leave: 	25 days per year, increasing to 30 after 5 years continuous service 
	It may be possible to take annual leave in term time with prior notice and suitable cover in place, by agreement with the schools

Salary:				Grade 6 (£25,989 – £26,458)

Start Date:			As soon as possible

About The Schools:	Riddings Junior School was built in 1845. As a Victorian building set in approximately 4 acres of grounds and woodland, with 11 classrooms, 240 pupils and 40 staff. 

Brigg Infant School 1885 and is also a Victorian building, with 7 classrooms, capacity of up to 180 pupils and 30 staff.

The upkeep and maintenance of the buildings is paramount to the success of our schools. 

Brigg Infant School and Riddings Junior School, part of the Embark Federation, are looking to appoint a joint Site Supervisor to provide an efficient and effective maintenance and DIY service for our sites, ensuring that the security and general upkeep of our schools are maintained to a high standard by being responsible for;

  Premises maintenance including statutory testing (including the operation of fire and security alarms and having key holder responsibilities).
  A desire to proactively solve problems and support the school communities. 
  Possessing a strong team ethos, willingness to listen but also sharing ideas in order to maintain and improve the school site.
  A willingness to train and engage in continuous professional development. 

Embark Federation, our schools and its community offer you: 
· A work environment that is supportive and to be part of a team who work very hard yet have fun – everyone will support you in your role. 
· A personalised professional development programme. 
· A workplace where your developing skills will aid in the improvement of outcomes of children. 
· Opportunities to be fully involved in the life of our school to utilise your skill set further.

DUTIES & RESPONSIBILITIES:

Safety and Confidentiality; 

· [bookmark: _GoBack]Children’s safety and well-being is of the highest priority in our schools; all candidates must be able to show an awareness of the vital role in safeguarding children that their role carries and absolutely understand the importance of confidentiality in their work. 

Work Pace & Work Ethic;

· Demonstrates a consistent, efficient work pace with strong reliability and initiative, ensuring tasks are completed safely, on time, and to a high standard.
· Liaison with the Trust’s Estate Lead

School Buildings;

· Responsible for site safety, ensuring clear and safe access and security of the site and its contents.
· Maintaining compliance procedures and records relating to fire and intruder alarms, heating systems, legionella and alerting the School Business Managers to any defects.
· Responding to out of hours emergencies if contacted by the schools security company who are the first point of call for out of hours alarms activations.
· Be observant of any actual or potential hazards or defects on the school site and rectify or report to the School Business Managers or Headteachers as soon as possible.
· A proactive view to maintenance of the school site to ensure a clean, serviceable education environment. To include decorating and painting (e.g. touching up areas) basic joinery (e.g. erecting shelves, fitting door closers etc.) basic plumbing (e.g. re-washing taps & toilet repairs).
· Weekly cleaning of the Grease Trap.
· Undertaking moving and handling, including furniture, deliveries and equipment.
· Servicing light fittings, replacing tubes, bulbs, starters and fuses etc.
· Liaise with contractors working on site in conjunction with the School Business Managers.
· Provide assistance during crisis situations e.g. flooding, snow, damage, heating failure etc.
· When required - unlock the premises and ensure they are ready for use.
· When required - lock and secure all doors, windows and gates, and set all alarms when the premises are vacated at night, weekends and school holidays. 
· Deep cleaning internal areas of school during school holidays including periodical stripping, resealing and polishing of floors, washing walls, woodwork and interior windows and toilet areas. 

Grounds;

· Clearing leaves and other garden debris using manual tools and machinery 
· Regular visual inspections of trees and boundaries reporting any issues to the School Business Managers.
· Picking up litter around the site, emptying bins and ensuring bin areas are safe and tidy,
· Clearing gullies and drains and downpipes of debris. 
· Carry out visual checks of external washing facilities, play areas and equipment, reporting any defects to the School Business Managers or repairing where possible.
· Grit and clear snow on paths, drives and other high footfall areas, including the footpath directly outside of the school entrance when appropriate.
· Jet washing to keep areas clean and free from growth. 


General;

· To understand and comply with the Trusts Equal Opportunity Policy.
· To understand and comply with GDPR legislation.
· To comply with the Health and Safety Policy for the school and legislation within the duties of the role. 
· To work within the boundaries of all School Policies.
· Ensure that all information is treated confidentially and have absolute discretion at all times.
· Be able to maintain a calm exposure under pressure and in difficult circumstances.
· To carry out any other reasonable duties within the grading of the post.
· The post holder will be expected to observe safe working practices in carrying out the required duties and ensure that instructions specified by technical consultants, contractors and manufacturers are adhered to.
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