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	Job Title:
	Site Manager

	Reports To:
	Regional Site Manager

	Location:
	Peak Academy


	Accountable To:
	Regional Site Manager

	Salary/Grade:
	Wiltshire NJC I18-20

	Hours of Work:
	Full Time (22.2 hours per week) – All Year Round



Principle Purpose of the Role
The priority of the role is to maintain The Peak Academy site and its several buildings, whilst monitoring the associated health, safety and compliance activities for the site.

Key Duties

· Working under the direction of the Estates Operations Manager and Regional Site Manager to ensure that Peak Academy achieves all required service, testing and maintenance requirements, including all associated statutory requirements

· Responsibility for site security and daily opening and closing procedures of the school site

· General maintenance of site equipment including hand tools, lawn mowers, etc.  

· To carry out minor repairs and maintenance work as required

· Organise own workload, prioritising essential operational maintenance and health and safety   

· To oversee the work of cleaning staff, to ensure quality standards and value for money are met

· Interaction with school and Trust staff, students, and visitors, requiring professional communication in writing, over the telephone and face to face

· Compliance with requirements of the Trust’s Health and Safety Policy and Learning Environment Manual 

· Working with the Regional Site Manager and the Trust’s external health and safety consultant, assist in the production of site related risk assessments

· To liaise with the Trust’s external Health and Safety consultant as required, to ensure health and safety of all aspects relating to the role

· To aid in the procurement of external contractors for minor works and maintenance/service contract renewals, ensuring contractor site safety and compliance within regulatory guidelines 

· To complete all required checks as set out on the Every compliance software, in a timely manner, and ensure it is kept fully up to date with associated data

· To support the team’s response to any urgent works or emergencies at any of the Bournemouth schools

Demands and Working Conditions

· The post holder will on occasion be required to work outdoors, in all weathers and have some exposure to unpleasant fumes, smells and noise and adverse weather conditions. There will be requirement to wear PPE for undertaking maintenance tasks and inspections of the buildings and site.

· Some physical effort required, including lifting, carrying and pushing various pieces of equipment to undertake the duties of the post with a periodic need for considerable physical effort.

· There will be considerable work-related pressure from conflicting work demands, deadlines and interruptions.
You may be reasonably required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed.

[bookmark: _Hlk121385258]Corporate Accountabilities 

· You are required to support the Trust’s commitment to safeguarding and prioritising the welfare of children and young people and demonstrating it in your day-to-day work. 
· All employees have a responsibility to adhere to Health and Safety practices and polices in place to ensure that safety of themselves and other stake holders at all times
· You have a responsibility and a legal obligation to ensure that information processed is kept accurate, confidential, secure and in line with the General Data Protection Regulations and Security and Confidentiality Policies.
· All employees are required to understand and perform their role in line with the Trust’s values and ethos in supporting the school and Trust to provide a high quality education to our students.
· You are expected to conduct yourself in line with the Trust’s Appropriate Workplace Behaviour Policy at all times.  

Person Specification 

	
	Essential 
	Desirable 

	Education and Training

	
Requiring Level 2 or equivalent qualification in English and Maths.
Demonstrate a commitment to own professional development and willingness to learn and become familiar with a range of site management functions
	

	Knowledge and Experience

	
Practical experience of routine maintenance and compliance tasks, including basic plumbing, drainage and heating systems, together with the use of appropriate hand tools and equipment.
Practical knowledge of legislation relating to school building maintenance, health and safety and construction i.e., COSHH, Asbestos and Legionella Management.
Practical knowledge of Fire and Safety and building security
An understanding of the requirements of safeguarding within an education setting and how it applies to the role.

	
Experience of working as a Site Manager in a school environment, or in a comparable logistics environment
Clear understanding and working knowledge of Reach South; it’s ethos and values, partners, and relevant systems and procedures
Knowledge of estates related procurement

	Skills and Abilities

	
Good written and verbal communication skills, including the ability to tailor communication to a range of stake holders audiences including students, staff, and visitors
Able to use a range of office software applications including standard Microsoft Packages  
Excellent organisational skills with the ability to prioritise workload, work to deadlines and be adaptable to changing priorities. Ability to be both proactive and reactive to challenging scenarios.
Excellent interpersonal and professional skills and proven ability to work and build good working relationships.
Full Driving licence and access to vehicle is required
	
Experience of using bespoke compliance software and other ICT packages
A previous construction trade skill would be an advantage

	Personal Attributes

	A positive can-do attitude
Be approachable and smart in personal appearance
Demonstrate a high level of honesty and integrity
Highly organised and diligent
Ability to be adaptable and work flexibly
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