Job description
	Job Title
	Site Manager

	Grade
	Scale 8

	Reports to
	Trust Estates Manager (TEM)

	Responsible for
	Caretaking team

	Liaison with
	TEM, Headteacher, Caretaking team, school staff, Trust staff, contractors, stakeholders. 

	Job Purpose
	To proactively take accountability for the school site including the management of all Caretaking staff.
To develop and maintain planned programmes for scheduled premises, deep cleans, plant & grounds servicing. 
To ensure that records and associated Premises systems are kept up to date and accurate. 

To oversee contractors including scheduling of visits, DBS documentation and service sheets. 

To manage the Premises budget for the school, including raising of Purchase Orders, authorising invoices and managing spend. 

To maintain and implement adequate security measures and procedures for the school site and buildings
To ensure Health & Safety guidance is adhered to at all times. 

To support the Caretaking team with site duties when required. 

	Duties:
Management responsibilities
Budgets & Administration

Security and Safety

General site duties
	· To monitor the day-to-day maintenance, repair and cleaning of the school.

· To develop and implement a rolling programme of redecoration / refurbishment.

· To order and supervise repairs for small maintenance contracts and improvement schemes, including appropriate involvement in obtaining quotes and arranging / monitoring work undertaken whilst ensuring best value for money is achieved.

· To monitor procedures to ensure that the school site is kept clean, safe and in a good state of repair and stocked with all necessary supplies

· To be proactive with carrying out regular checks and inspections of the premises, equipment and grounds, keeping accurate records, on the school’s designated software programme.

· To liaise with the Headteacher regarding site inspections and carry out regular joint audits. 

· To monitor work requests on the premises via the Helpdesk system, ensuring that day to day maintenance tasks and requests for minor works are undertaken as expediently as possible and actions recorded in a timely manner.

· To ensure that the premises team works efficiently and effectively so that the site is maintained to a high standard & actions/tasks are delegated accordingly. 
· To encourage sustainable practices within the Caretaking team, across the school site and within service contracts – including setting building plant to reflect weather conditions and shut down periods
· To ensure a robust rota is in place for the Caretaking staff and to cover shifts as & when necessary. 
· To carry out PMRs (performance management reviews) for Caretaking staff

· To ensure personal continuing professional development and training is undertaken as appropriate to the Site Manager role as and when required.
· To ensure all spend within the Premises budget is achieving value for money and complies with the Trust financial regulations

· To obtain quotes for services/works/goods to support spend
· To raise Purchase Orders for all spend, obtain relevant worksheets and validate invoices

· To work with the TEM and DOF (Director of Finance) to manage the Premises budget

· To take overall responsibility for maximising availability for lettings and therefore income revenue.
· To maintain online platforms relating to the Premises, including portals for servicing, databases for compliance and Helpdesk functions

· To maintain the asset database for Premises
· To produce relevant reports for Premises related activities.
· To lead the Site team during an evacuation or lockdown drill/event 

· To ensure the site is secure at all times and Safeguarding processes are followed

· To ensure that all site security systems are serviced & maintained in line with guidance

· To ensure that all contractors receive and adhere to clear guidance on site security and safety 

· To form part of the school H&S Committee 

· To maintain a log of all site keyholders and ensure they are aware of their responsibilities

· To be a keyholder & assist the Caretaking team with callout duties as & when required 

· To oversee and review all risk assessments relating to the premises and Caretaking team

· To ensure the school is kept clean and tidy to a high standard and is conducive to learning e.g. litter picking, collection and disposal of refuse and recycling, disinfecting bins, ensuring toilets are checked daily for fresh supply of disposable

· To undertake minor reactive, planned and pre-planned repairs, maintenance and DIY projects to the buildings’ fabric, services, furniture and fixtures & fittings.

· To ensure that site is accessible, including during inclement weather, paths are clear, drains are free flowing and that the entrance of the school is always clear and welcoming.
· To provide a general porterage and furniture / equipment / materials moving service as required, in connection with the activities of the school, in order that those activities can proceed effectively
· To ensure halls and other meeting spaces are set up in a timely and professional manner
· To ensure that orders, goods and deliveries received into school are signed for and efficiently distributed / delivered to the appropriate area / person as necessary.
· To oversee the maintenance of the school minibuses and associated drivers list



