	
	JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	

	POST TITLE
	SITE MANAGER

	ROLE PROFILE
	EO3S

	JOB NUMBER
	SCH/FM/EO/018

	GRADE
	Grade 5

	RESPONSIBLE TO
	OFFICE MANAGER/HEADTEACHER

	RESPONSIBLE FOR
	CLEANERS

	HOLIDAY AND SICKNESS COVER
	

	PURPOSE OF JOB
	· TO BE RESPONSIBLE FOR MANAGING ALL SITE RELATED ISSUES INCLUDING MAINTENANCE, REPAIR AND IMPROVEMENTS IN RELATION TO BUILDINGS (INTERIOR AND EXTERIOR, FURNITURE, FITTINGS AND THE SCHOOL GROUNDS).

· TO MANAGE A TEAM OF CLEANERS.

· TO MONITOR THE PREMISES RELATED CONTRACTS.

	RELEVANT QUALIFICATIONS
	


	JOB DESCRIPTION FOR POST OF:-  SITE MANAGER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

1. Responsible for the following key tasks:

· To assist the Headteacher in the planning of rolling programmes of premises maintenance, repair and improvement.

· To manage the premises budget efficiently and effectively to meet planning targets and ensure value for money.

· To work in partnership with appropriate staff with regard to premises issues.

· To set priorities to influence the Asset Management Plan.

· To manage the Capital Formula Grant and Devolved Funding to improve site, as and when available.

· To manage site "repairs/maintenance" budget as prioritised on a day-to-day basis.

· To carry out basic maintenance work throughout the site.

· To engage contractors subject to the school's finance policy.

· To liaise with a pool of competent contractors for repairs and improvement to site and to monitor progress and set standards in line with the academy specifications and guidance.

· To monitor all contractors' personnel on site to offer support and guidance and to ensure high standards of safety and quality of work.

· To oversee day-to-day cleaning programme, to monitor effectiveness to maintain highest possible standards.

· To arrange recess cleaning as required.

· To arrange maintenance of cleaning equipment and to order stock and cleaning supplies.

· To keep a clean and tidy site free from litter and debris.

· To develop and maintain suitable information systems appropriate to the needs of the site eg job tickets, supplies, orders, estimates, audits etc.

· To ensure cost efficient use of energy through development of an energy conservation plan.

· To ensure boiler room heating plant and all associated equipment are maintained and inspected regularly.

· To administer "Iettings programme", taking bookings, collecting fees in accordance with school calendar.

· To oversee Health and Safety with regard to statutory obligations for the site e.g. electrical and gas certification, fire alarm and emergency lighting certificate, fire risk assessment documentation, portable appliance documentation, lift safety certificate and any other relevant documentation.

· To produce specification for grounds maintenance programme and to monitor standards for best value.

· To prepare reports for the line manager to put to governors Premises and Community sub committee.

· To ensure effective levels of security of buildings and grounds.

· To act as primary key holder and deal with emergencies out of normal working hours.

· To provide effective supervision and co-ordination of the Assistant Buildings Officer(s) through good communication.

· To provide training and continual guidance to familiarise the Assistant Buildings Officer(s) with agreed procedures and working practices.

· To carry out porterage duties as required eg location of stock, furniture etc.

· To promote the ethos of the school and to uphold the code of conduct.

· To build positive relationships with pupils and others who access grounds out of hours to encourage respect for buildings and site.

Other responsibilities:

· To undertake any other duties and responsibilities as may be determined after negotiation between management, the postholder and appropriate trade unions.

Further Statement:

· The contents of this Job Profile and allocation of particular responsibilities may be amended after consultation from time to time.
Any other duties and responsibilities appropriate to the grade and role
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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