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Job Title
	Senior Site Services Officer - Joseph Clarke School

	Pay scale
	Scale point 18-21 £34,416 – 35,982

	Responsible to
	  Head of Site Services

	Purpose
	·  Generally to work as part of a team which helps the school to attain its aims and objectives through maintenance, compliance and improvement of the learning environment and by enhancement of income earning activities.

· Specifically, to provide a practical contribution as a member of a team of staff engaged in caring for the school campus and facilities by providing key-holding, maintenance, compliance and routine testing, cleaning, site development and other site services.

· To contribute to the formulation of work plans, policies, procedures etc. and to take minor day to day operational decisions within the framework of existing guidelines.  

· To work in close liaison with staff at all levels within the school, as well as contractors and representatives of the local community in furtherance of the school’s development plan.

	Job context
	36 hours per week x 52 weeks per year

	Responsibilities 
	General responsibilities:
· Maintenance of the buildings and services on site to the highest possible standards compatible with their age.

· To undertake all daily, weekly, monthly and annual compliance checks, or ensure that these are undertaken as necessary by a contractor.

· To act as a back up team member for the Whitefield School (part of the Learning in Harmony Trust) including supporting the hydrotherapy-pool at Whitefield School when required.

· To ensure that the School’s vehicles are regularly checked, serviced and maintained.

· To liaise with the cleaning contractors to ensure that internal cleaning is carried out to a satisfactory standard.

· To carry out traffic duties and assist with the marshalling of pupils’ transport at the beginning and end of the day.

· As a prime keyholder to ensure that the school is secured each evening and to open the school each morning. 

· To liaise as necessary between Learning in Harmony Trust central Team and the Principal on any building projects which may be in progress.

· To take the initiative in proposals for the enhancement of the appearance of the site and buildings.

SPECIFIC RESPONSIBILITIES:

Site maintenance 
· Liaise with staff and respond to their needs and demands for support services and with other parties and agencies whose functions impact on the work of the centre and of the whole school.
· [bookmark: _30j0zll]To carry out repairs and maintenance to the fabric of buildings and grounds, services etc. Such duties will include such work as erecting shelves and notice boards, decorating rooms, clearing drains, unblocking toilets, grounds maintenance and other general maintenance tasks around the site etc.
· To carry out general site maintenance, clearing and cleaning duties, including safely mopping and disposing of spillages of “clinical waste, fluids and offensive matter” from designated areas.
· Routine checking and organising of the Maintenance Request system, organising and sourcing materials and carrying out satisfactory repairs or contacting appropriate contractors.
· Manage day to day site maintenance matters, taking the initiative in proposals for the enhancement of appearance, safety and security.



Site compliance 
· Carry out all routine compliance checks across the schools including, water flushes, fire equipment checks and routine testing, playground equipment checks etc and reporting/logging all findings and making Head of Site Services/Senior Site Services Officer (Whitefield) aware of any issues.
· To ensure that all site security and fire equipment, systems and procedures are effectively maintained, routinely tested and appropriate records are kept of activations and action taken.  To carry out regular safety checks of play equipment and record. To carry out regular flushes of water systems and record. To appraise the Head of Site Services of any defects or requirements.
· To ensure that all current Health & Safety requirements, including legislation, regulations, code of practice, local policy and procedures are complied with.
· Support with the completion of any actions raised as part of the H&S and Fire Risk Assessment Audits.

Cleaning:
· Assist in the organisation and supervision of the cleaning staff and ensure that they effectively carry out a routine of daily cleaning tasks appropriate to the uses of various areas and rooms around the school.  To monitor performance taking appropriate corrective action when standards are not achieved.
· To arrange replenishment of materials, cleaning materials and hygiene consumables in an efficient, timely and effective manner using the school’s financial procedures for ordering.
· To ensure that common areas of the school are cleaned properly including the halls, corridors etc by monitoring cleaning contractors.
Oversight of contractors on site:
· To effectively monitor the work of contracts including those engaged on refuse, building, sanitary waste disposal and - ensuring that all areas of the school site are properly maintained in an acceptable condition and that value for money is obtained.  To take appropriate action where performance is not effective and in compliance with contract stipulations.  
· To deal with contractors etc. visiting the school on cleaning hygiene and maintenance matters and deliver responses appropriate to the nature of their business and the role of the postholder e.g. directing/taking contractors to relevant areas to repair plant.
· [bookmark: _gjdgxs]Issuing instructions to contractors where emergency and non-emergency repairs are necessary and informing the Head of Site Services as soon as able.  Ensuring that any oral orders placed are properly recorded in accordance with the school’s procedures.
· To ensure that all contractors working on site:
· carry out work in a safe and effective manner – that unsafe practices are immediately stopped.
· leave work areas in a safe and secure condition when unattended and particularly overnight.

Site security, safety and comfort:
· To be responsible for the security of the school including:
· routine and non-routine (de) activation of the burglar alarm at appropriate times.
· being keyholder for the buildings and attending site out of hours if required.
· as far as possible, preventing trespass and unauthorised parking on the site.
· To provide access to buildings in the event of emergencies, including inclement weather              
· To respond to emergencies both during and after working hours and to carry out appropriate responses to fire, flood, unauthorised entry, accident or major damage.              
· Operating the heating plant so that required temperatures are maintained throughout the school and that an adequate supply of hot water is available. To carry out routine procedures and inspection of ancillary equipment to ensure that items are kept in good working order and relevant frost protection measures are in place.
· To take appropriate action when dangerous practices are identified - removal of dangerous equipment; instructing the offending person to stop; reporting to senior staff as appropriate.
· To ensure that emptying and disposing of waste (refuse, nappy bags and discarded items) from designated collection points in accordance with legal requirements for separation, safety etc.
· To provide a porterage, delivery and distribution service (i.e. goods from reception). 
· To supervise arrangements and direct traffic on-site, enabling the smooth and safe exit of all pupils at the beginning and the end of the school day.

Other:

· To provide emergency cover as required for absent site team members in nearby Trust schools.
· Be trained in order that cover can be provided to ensure that the Whitefield School hydro-therapy pool can be safely operated – heating, treating and cleaning when required. To also oversee other site team members who carry out regular pool testing when required.
· When necessary, preparing for and providing appropriate supervision (from site management perspective) of, after school activities to meet the needs and requirements of customers whilst ensuring that the areas used are ready for normal school activities the following day.
· Any other duties of a similar nature as instructed, commensurate with grade and position within the school.



	General responsibilities
	· To ensure that the responsibilities of the role are carried out in a way that reflects the vision and values of the Trust.
· To be aware of and observe all policies, procedures, working practices and regulations, and in particular to comply with policies relating to Child Protection, Equal Opportunities, Health and Safety, Confidentiality, Data Protection and Financial Regulations, reporting any concerns to an appropriate person.
· To uphold our commitment to safeguarding and to promote the wellbeing of children.
· To contribute to a culture of continuous improvement.
· To comply with all reasonable management requests.
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   Person Specification


	
Attributes

	Evidence
	Essential
	Desirable
	Evidence

	Qualifications
	NVQs, City & Guilds Btec or similar.
	
	D
	

	
	Work based certificate in building related subjects, DIY, Health & Safety.
	
	D
	

	Professional Experience and Knowledge
	Knowledge of the principal of buildings and services maintenance would be advantageous.
	
	D
	

	
	Knowledge of the following at a practical level:
· building cleaning materials, equipment and techniques
· grounds maintenance materials, equipment, specification and techniques 
· Understanding of safeguarding and its context within the role
· The following knowledge at a practical level is highly desirable:
· safe handling and manual lifting techniques
· the school environment
	
	D
	

	Personal aptitude, qualities and skills
	The ability to learn new skills and the willingness to understand the operation and function of school plant and equipment is essential.
	E
	
	

	
	Effective communication skills.

	E
	
	

	
	Ability to work in and contribute to a small but flexible team
	E
	
	

	
	The ability to carry out routine electrical and mechanical repairs (such as fitting, changing plugs/fuses).

	E
	
	

	
	Ability to carry out basic plumbing repairs.

	E
	
	

	
	Ability to lift, carry and move heavy objects with assistance (trolley etc.).

	E
	
	

	
	Ability to make minor day-to-day decisions.

	E
	
	

	
	Ability to deal with a variety of tasks responding to constantly changing circumstances whilst being aware of the needs of the pupils and staff affected.

	E
	
	

	
	Ability to relate to young people, particularly those with special needs.
	E
	
	

	
	Excellent relationships with colleagues.
	E
	
	

	
	Commitment to continued professional development.
	E
	
	

	Other
	A commitment to uphold and promote equality, diversity and inclusion.
	E
	
	

	
	 An absolute commitment to all aspects of safeguarding as relevant to the post.

	E
	
	

	
	A commitment to achieving the best possible opportunities for children and young people with SEN.
	E
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