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	JOB TITLE 
	SITE MANAGER (SECONDARY)

	GRADE
	Grade 4

	REPORTS TO
	Director of Estates & Facilities Manager                           

	LIAISON WITH
	Teachers, Support staff, Creditors, Debtors, Pupils and Parents.

	JOB PURPOSE
	· Reporting to WHMAT’s Estates Manager but maintaining regular communication with the Head of Academy, this post-holder will be responsible for the overall provision of services relating to the management of academy premises, site and associated facilities.

· The post-holder will also manage Assistant Site Managers and Cleaning Supervisors, including the allocation and monitoring of work, up to and including appraisal.

· The post-holder will be expected to work flexibly across the sites, subject to reasonable notice.

	DUTIES
	· To be responsible for the management of the overall provision of security, janitorial and cleaning services at the academy or academies.

· To be responsible for the management of the repairs and maintenance of the academy site or sites.

· To monitor the work of external contractors on site.

· To be responsible for the efficient and effective running of the site including overseeing grounds maintenance as directed by Estates Manager.

· To be responsible for the security of the site and checks of the building outside of school hours, including the operation of security alarms and to respond as the first point of contact for out of hours calls.

· To be responsible for ensuring that the building is open at the commencement of the morning shift and that it has been secured at the end of the evening shift including, where required, the allocation and receipt of keys to the contractor’s representative and liaison with cleaning contractors and the bursar/business manager to ensure access to appropriate cleaning and catering areas.

· To ensure the building has been checked for vandalism and break-ins when opened at the commencement of the morning shift.

· To hold keys for the school and ensure the school is opened in the morning and secure when left in the evening. 

· To supervise the cleaning team, including implementing on-site training in line with agreed methods and equipment ensuring, where appropriate, that adequate staffing arrangements are in operation when the building is open. 

· To ensure the correct completion and submission of time sheets and obtaining authorisation for any overtime.

· To ensure that the appropriate materials and equipment on the site are available and ensuring the equipment receives correct repair and maintenance.

· To be responsible for the general repairs and maintenance and ensure that all statutory testing and servicing is carried out within the appropriate time scales.

· To ensure that areas requiring repair are not a source of danger to the occupants or affect the security of the building with due observance of Health and Safety at Work requirements.

· To carry out general porterage duties for the establishment, within health and safety guidelines.

· To ensure all outside steps, play grounds and approaches are kept in a clean condition and all waste paper receptacles are emptied daily.

· To ensure toilets are adequately stocked with toilet requisites and appropriate cleaning is carried out.

· To be the lead on local health and safety matters, including adherence to the standards of Control of Substances Hazardous to Health (COSHH).

· To program regular in-house checks to ensure all fire related systems and equipment are in good working order. (Alarm system, extinguishers, Emergency lighting, fire detection and shutters).

· To make main pathways safe after snow/frost by cleaning/salting as appropriate.

· To undertake individually defined cleaning duties as set out in the Work Studied Specification, where applicable.

· To liaise with users of the building as appropriate to facilitate additional or non-standard usage of the building, outside usual educational hours (e.g. Academy Advisory Board Meetings, teaching staff, hirers, centre managers of recreation and community services department and contractor’s representatives).

· To change light bulbs, fluorescent tubes and ensure clocks are maintained, and secure that are within a working height of 3.35 meters.

· To carryout periodic safety walks/audits of the site, logging any identified issues and implementing appropriate measures.

· To ensure that drain grids are clean and free from debris and other litter on a daily basis.

· To oversee operation of heating plant and reporting any obvious deficiencies in the heating system as a matter of urgency.

· To ensure that all work carried out by themselves or those they supervise as set out in this job description, is completed with due observance to appropriate Health and Safety at Work requirements (particularly Working at Height regulations).

· To be responsible for the day to day management and supervision of the Building Services Supervisors, if appropriate.

· To facilitate use of the site for polling purposes, for which extra payment for additional duties may be claimed (if applicable to the site).

· To carry out minor repairs and maintenance to the buildings/grounds which are within the post holder’s capability. This excludes major building works.

· Where appropriate, to avoid the risks of water contamination, to ensure that all hot and cold water outlets are flushed after every holiday period where the premises have been substantially unused for one week or more.

· To be responsible for the collection of litter from all out door areas.

· To be responsible for the management of health and safety regarding premises and to keep a log of safety issues including pre planned maintenance (PPM) of fire systems (emergency lighting and fire detection).

· To liaise with the Estates Manager/Head of Academy regularly and at least once each half term regarding issues of Health and Safety. 

· To take monthly meter reading of all utilities and monitor monthly consumption.

· Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

· To undertake any additional duties commensurate with the grade of post.

· To be available to work across all site as required (Prior notice will be given).

	GENERAL
	· To adhere to the ethos of and contribute to the overall purpose of WHMAT, as set out in its strategic plan
· To adhere to WHMAT’s values as set out in its strategic plan
· To undertake appropriate personal professional development including

adhering to the principles of appraisal

· To develop effective professional relationships with colleagues, staff and

stakeholders, such as core team, heads of academy and senior

leadership teams across WHMAT

· To be aware of and comply with policies and procedures relating to child

protection, health and safety, security, confidentiality and data protection reporting all concerns to an appropriate person

· To attend and participate in relevant meetings as required


	SUPERVISION RECEIVED
	· Responsible directly to Director of Estates & Facilities Manager  


	LEVEL OF 
SUPERVISION 

	· Left to work within established guidelines, subject to scrutiny by Director Estates & Facilities Manager 



	SUPERVISION 
GIVEN

	· Daily supervision of Assistant Site Managers & Cleaning Supervisors


AF. = Application Form
  I = Interview
	JOB TITLE
	SITE MANAGER (SECONDARY)

	CRITERIA
	ESSENTIAL
	M.O.A 

	EDUCATION/

QUALIFICATIONS

NB: Full regard must be paid to overseas qualifications
	
	

	
	DESIRABLE
	

	
	· Relevant recognised qualification appropriate to the role e.g. cleaning/maintenance related/Health and Safety
· A*-C in GCSE English or equivalent

· A*-C in GCSE Maths or equivalent
	AF

AF

AF

	
	ESSENTIAL
	

	EXPERIENCE (relevant work and experience)

	· Experience in site management, caretaking or cleaning work

· Knowledge of maintenance and cleaning techniques
· Organisation of work
· Organisation and control of staff (where appropriate) 


	AF/I

AF/I

AF/I

AF/I

	
	DESIRABLE 
	

	
	· Experience of caretaking and cleaning work as either full-time BSS/Shift supervisor or part-time BSS.
· Hold recognised training/qualifications associated with premises management 


	AF



	
	ESSENTIAL
	

	SKILLS AND ABILITIES
(e.g. written communication skills, dealing with the public)
	· Self-reliant. Able to motivate self and staff

· Able to communicate with other members of staff/children

· Flexible, proactive approach/attitude

· Able to deal with emergency situations.


	AF

AF/I

AF

AF/I



	
	DESIRABLE
	

	
	· Knowledge of Keeping Children Safe in Education
	AF

	
	ESSENTIAL
	

	TRAINING
	· Willing to undertake job related training 
	AF


	
	ESSENTIAL
	

	OTHER
	· Available for duty as necessary during opening hours of establishment. To be residential where required. 
	AF/I


