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JOB DESCRIPTION – EVENING SITE & CLEANING SUPERVISOR 

	JOB PURPOSE: The post holder will be responsible for the management of the school buildings and grounds outside of school hours. They will be the point of contact for organisations hiring the facilities and also be responsible for the management of the Cleaning Team.


	AREAS OF RESPONSIBILITY: 
School Events and Lettings:
· Day to day management of the school lettings after school, on weekends and school holidays;
· Ensure the school is prepared and available for planned use out of hours, for example: open events, school performances and/or private or community lettings. 
· Plan and organise the set up of classrooms, meeting rooms, halls and other areas of the school to ensure they meet the booking requirements for daily and after-hours activities and events as required;
· Be the main point of contact for lettings and respond / assist with any issues;
· Work closely with the Lettings Assistant and School Business Manager to ensure lettings and events run efficiently and smoothly;
Repairs and Maintenance: 
· Monitoring the quality of the school’s site, buildings and equipment including the school’s heating, security and fire alarm systems and reporting any issues to the Premises Manager; 
· Working with the Premises Manager arrange repairs and maintenance of buildings as appropriate, or, undertake repairs and maintenance directly within own limits and skill set and according to agreed priorities;
· Liaising with, and supervising the work of, outside contractors;
· Ensure all goods and materials arriving at the school are delivered to departments in a timely manner or stored in an appropriate area;
Security and Accessibility:
· Ensure the security of the site and make the necessary provisions for supporting after hours and weekend activities at the site;
· Ensure that all gates, doors and windows are locked as appropriate for the safety and convenience of all students, staff and visitors and for day to day use and security of the school; 
· With the Premises Manager be responsible for keys, master keys, locks, digilocks, access, helpdesk and evacuation controls, ensuring all such systems are in a safe working order; 
Cleaning:
· Managing the team of Cleaning and Evening Caretaking staff;
· Ensure that cleaning standards meet the required specifications;
· Participate in and manage annual reviews for the Cleaning and Evening Caretaking Team;
· Monitor & manage cleaning stock within an agreed budget;
· Supervise the rubbish removal and recycling programmes and liaise with the Premises Manager / contractors to ensure satisfactory services are provided;
· Manage and operate a system of staffing cover for illness and annual leave;
Health and Safety: 
· Ensuring all health and safety requirements relating to buildings are fully met;
· Support the implementation of emergency evacuation and/or Stay Safe procedures; 
· As directed, carry out daily compliance checks of the site and take appropriate remedial action if required; 
· Undertake risk assessments and ensure compliance with all health and safety and COSHH regulations;
· Contribute to planning, development and organisation of systems, procedures, policies as required;
· Work within the scope of all relevant risk assessments; 
REQUIRED SKILLS:
· Ability to plan, organise and work to flexible schedules and conditions in a school environment;
· Ability to manage the actions required to comply with Health and Safety legislation to ensure compliance with RLT and national regulations;
· Ability to lead others in ensuring the highest quality of site provision;
· Ability to arrange and perform minor repairs and maintenance as needed;
· Hold a valid Driving Licence;
· To be available for flexible/shift hours on occasions;

General
· To be familiar with, and adhere to, relevant parts of the school’s Health and Safety policy;
· Attend INSET as required and relevant internal and external meetings;
· Participate in the school’s staff appraisal process;
· A flexible working schedule will be required. Annual leave can be taken in school term time. The Evening Site Supervisor and Site Team are to liaise with the SBM and each other to ensure they are not on leave at the same time;
· Undertake other duties as may be required from time to time that are commensurate with the grading of the post, or any other duties as may be reasonably required by the School Business Manager and Principal.

	OTHER DUTIES:
· To be familiar with and adhere to all School Policies;
· To fulfil your duties and responsibilities regarding safeguarding pupils and health and safety;
· To support the aims and ethos of the school and promote good relationships with students, colleagues and parents;
· To set a good example in terms of dress, punctuality and attendance;
· To participate in the School’s arrangements for annual review and professional development;
· Undertake other such duties as may be reasonably required by the School Business Manager and the Principal which are commensurate with the grading of the post.

	LINE MANAGEMENT:   
Responsible to the School Premises Manager and School Business Manager


	Hours: 28 hours per week, 5 days per week (52 weeks per annum). 

Paid Holiday Entitlement:  28 days per annum  
                                           
Salary:  Grade 8, SCP 18-23:  £31,537 – £34,434 per annum pro rata (pay award pending)
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