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[bookmark: _bwwp7d222etu]Job Title: Site Supervisor
[bookmark: _5rfp5y7nqd5m]Job Description & Person Specification
Reports to: Head of Estates - Berkshire
Direct Reports (if applicable): Site and cleaning teams - King’s Academy Meadow Vale
Location: King’s Academy Meadow Vale
Hours: 18.5 hours per week, 52 weeks per year
Salary: KGA Support Staff Pay Scale Band 6, points 9-13, £28,239 - £32,061 FTE, (£14,119.50 - £16,030.50 pro-rata)
[bookmark: _wc8s7v8zefvc]
[bookmark: _gkdpa5g1p4jb]Main Job Purpose
[bookmark: _o3h9kfqw4m2k]To provide a comprehensive site management service that supports teaching and learning by ensuring the academy premises, grounds and facilities are safe, secure, compliant, well-maintained and fit for purpose.
The Site Supervisor is responsible, alongside the Head of Estates, for the operational management of the academy site, including health and safety compliance, statutory maintenance, security, repairs, contractor management, grounds maintenance and the supervision of site staff. The role ensures a safe and welcoming environment for pupils, staff, parents, visitors and the wider academy community.
[bookmark: _wc8s7v8zefvc]
[bookmark: _slfboad3exd]Key Responsibilities

[bookmark: _y8ztkh9fxcmx]Core Responsibilities
· Manage the day-to-day operation, maintenance, security and presentation of the academy buildings and grounds.
· Supervise and direct site staff, ensuring workloads are effectively planned, prioritised and completed.
· Act as the designated keyholder and coordinate opening and closing procedures for the academy.
· Ensure compliance with statutory health and safety requirements and Trust policies.
· Coordinate planned preventative maintenance, repairs and compliance inspections.
· Liaise with contractors, suppliers and external agencies regarding site-related matters.
· Ensure work is completed accurately and in line with Trust procedures.
[bookmark: _sgnwnx69k88d]
[bookmark: _tos1agfkba0t]
[bookmark: _1f71xctv25v5]Service Delivery
· Provide effective operational support to ensure the smooth running of academy premises and facilities.
· Maintain accurate records, maintenance logs and compliance documentation.
· Follow agreed processes, procedures and reporting requirements.
· Support academy operations, events, lettings and community use of the site.
· Respond promptly to site-related issues and emergencies.

Estates and Facilities Management
[bookmark: _xpvs6l858rmh]Security of Premises
· Act as the main keyholder and be responsible for the security of academy buildings and grounds.
· Undertake opening and closing procedures including locking and unlocking buildings, gates and access points.
· Activate and deactivate alarm systems and respond to alarm activations and emergency call-outs.
· Carry out perimeter and security checks to minimise risks of unauthorised access or trespass.
· Implement emergency procedures in the event of fire, flood, break-ins, accidents or major incidents.
· Provide access to the academy during emergency situations when required.
[bookmark: _e1h4r63wxwr9]Health, Safety and Compliance
· Undertake routine health and safety inspections of buildings, grounds, fixtures, fittings and equipment.
· Ensure statutory compliance checks are completed and recorded, including fire safety, asbestos, legionella, emergency lighting, alarms and water hygiene.
· Coordinate contractors and service providers to ensure statutory servicing is completed.
· Maintain all compliance records and site management documentation.
· Act as the academy’s site-based health and safety representative and report accidents, incidents and hazards appropriately.
· Ensure risk assessments are in place and regularly reviewed for site-related activities.
· Promote a safe working environment and support continuous improvement in health and safety standards.
[bookmark: _sru33fr1uh3t]Maintenance and Repairs
· Undertake minor repairs, maintenance and improvement works within competency, training and health and safety limitations.
· Identify, report and coordinate reactive and planned maintenance requirements.
· Arrange quotations and contractor works in accordance with Trust procurement and financial procedures.
· Monitor the quality of completed works and ensure value for money is achieved.
· Support the planning and coordination of larger maintenance and improvement projects, including holiday works programmes.
[bookmark: _n2rllr5zeivj]Building Services
· Operate, monitor and maintain heating, lighting, water and building management systems.
· Ensure academy buildings remain appropriately heated, ventilated and supplied with hot water.
· Replace light bulbs, tubes and minor fixtures where safe and appropriate to do so.
· Monitor utility systems and report faults promptly.
[bookmark: _15ocbgdxjrzz]Cleaning and Site Standards
· Ensure the academy premises and furnishings are maintained to a high standard of cleanliness and presentation.
· Monitor cleaning standards and support cleaning operations where necessary.
· Inspect toilets, welfare facilities and communal areas to ensure they remain safe, clean and operational.
· Conduct daily inspections of buildings, playgrounds and external areas.
· Ensure drains, gutters, gullies and external areas remain clear and well maintained.
· Manage waste disposal, recycling arrangements and refuse collection requirements.
[bookmark: _1kbjbbagt5wc]Grounds Maintenance
· Coordinate and monitor grounds maintenance activities.
· Ensure outdoor areas are safe, clean and well presented.
· Arrange gritting and snow clearance during adverse weather conditions.
· Ensure drains, gullies and surface water systems remain operational and free from blockages.
· Support the maintenance of play areas and outdoor learning environments.
[bookmark: _gka04sr2wjm]Porterage and Logistics
· Receive, move and store deliveries, furniture, equipment and supplies.
· Undertake porterage duties to support academy operations, events and classroom requirements.
· Ensure safe manual handling procedures are followed.
[bookmark: _hyrxb6vbsq8l]Lettings and Community Use
· Support academy lettings and community use activities.
· Ensure facilities are safe, secure and appropriately supervised during periods of external use.
· Liaise with hirers and resolve site-related issues as required.
[bookmark: _pka9asl7u84t]Communication and Customer Service
· Act as a professional and welcoming point of contact for staff, pupils, parents, contractors, visitors and external agencies.
· Respond to site-related enquiries in a timely and professional manner.
· Develop positive working relationships with colleagues and stakeholders.
· Provide advice and guidance on premises-related matters where appropriate.
[bookmark: _m4a96cpq7i6v]Collaboration and Team Working
· Work collaboratively with colleagues across the academy and Trust.
· Support wider Trust estates initiatives and projects when required.
· Provide guidance and support to site staff and contribute to effective team performance.
· Contribute to a positive, professional and supportive working environment.
[bookmark: _w8ab3q6cgjo1]Compliance and Accuracy
· Ensure all work complies with Trust policies, procedures and statutory requirements.
· Maintain accurate records of inspections, maintenance, servicing and compliance activities.
· Ensure confidentiality and data protection requirements are adhered to.
· Support audit, inspection and compliance activities as required.
[bookmark: _2qkojh05ikh]Safeguarding
· Safeguard and promote the welfare of children and young people.
· Follow safeguarding policies and procedures.
· Report concerns promptly in line with academy expectations.
[bookmark: _dr9kqe51saav]Health and Safety
· Take reasonable care for the health, safety and welfare of self and others.
· Follow academy and Trust health and safety policies and procedures.
· Report hazards, defects and concerns promptly.
· Promote safe working practices across the academy site.
[bookmark: _2scxo17mzuxz]Equity, Diversity and Inclusion
· Promote equity, diversity and inclusion in all aspects of the role.
· Treat all individuals with respect and professionalism.
· Contribute to an inclusive academy environment.
[bookmark: _oyhgifwfrktm]Professional Responsibilities
· Participate in training and development.
· Attend meetings as required.
· Keep up to date with relevant processes and systems.
[bookmark: _adt1u1b7729l]General Responsibilities
· Comply with all Trust policies.
· Undertake any other duties commensurate with the grade of the role.
· Participate in emergency call-out arrangements and keyholder responsibilities as required.
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[bookmark: _sec7sl8q2j8i]Person Specification
[bookmark: _6y5i8df2hmuf]Essential
Qualifications
· GCSE Grade C/4 or above (or equivalent) in English and Mathematics.
· Relevant facilities management, premises management, health and safety qualification or equivalent experience. 
Experience
· Experience of premises, facilities, site or estates management.
· Experience of undertaking maintenance and repair work.
· Experience of managing health and safety compliance within a workplace.
· Experience of supervising staff and contractors.
· Experience of working as part of a team.
Skills and Knowledge
· Good knowledge of health and safety legislation and safe working practices.
· Knowledge of statutory premises compliance requirements including fire safety, legionella and asbestos management.
· Ability to undertake minor maintenance and repair tasks.
· Ability to prioritise workloads and manage competing demands.
· Strong organisational and time management skills.
· Effective communication and interpersonal skills.
· Ability to work independently and use initiative.
· Good IT skills and ability to maintain electronic records.
· Understanding of safeguarding, child protection, equality and inclusion requirements.
· Ability to maintain confidentiality and handle sensitive information appropriately.
Personal Attributes
· Professional, reliable and approachable.
· Positive and proactive attitude.
· Resilient and solution-focused.
· Organised and resourceful with strong attention to detail.
· Flexible and adaptable.
· Able to remain calm under pressure.
· Committed to providing high-quality service and support.
· Committed to safeguarding and promoting the welfare of children and young people.
· Commitment to Trust values, including equity, diversity and inclusion.
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[bookmark: _q3u62vl7kjq9]Desirable

Qualifications

· Health and Safety qualification (e.g. IOSH Working Safely or equivalent).
· Facilities Management qualification.
· First Aid qualification.
Experience
· Experience of working within an educational environment.
· Experience of managing school compliance systems and statutory inspections.
· Experience of managing contractors and procurement processes.
· Experience of budget monitoring and obtaining quotations for works.
[bookmark: _b2mgozuh2t4o]Skills and Knowledge
· Knowledge of education sector compliance requirements.
· Knowledge of building services systems including heating, alarms and security systems.
· Understanding of premises management software and compliance systems.
· Knowledge of Trust, academy or local authority premises management processes.

This job description outlines the duties required at the current time and may be reviewed and updated in consultation with the postholder to reflect the changing needs of the Trust.
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