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BOWLING PARK PRIMARY SCHOOL

Outline Job Description and Person Specification
	Post Title:
	SITE MANAGER

	Grade:
	BAND 7, SCP 11 – 17 (£21, 166 - £23,836)

	HOURS:
	37 hours per week, working all year round

term time:
Mon – Thu 
7.00am – 3.30pm


Fri 


7.00am – 12.00pm

school holiday working hours to be agreed


Generic Introduction:

The following information is furnished to assist staff joining the School to understand and appreciate the work content of their post and the role they are to play in the organisation.  The following points should be noted:
· Whilst every endeavour has been made to outline the main duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings, therefore, may have been used below, in which case all the usual associated routines are naturally included in the job profile.

· Employees should not refuse to undertake work, which is not specified on this form, but they should record any additional duties they are required to perform and these will be taken into account when the post is reviewed.

· Bradford is an Equal Opportunities Employer and requires its employees to comply with all current equality policies both in terms of equal opportunity for employment and access to the Council Services.

· The Council is committed, where possible, to making any necessary reasonable adjustments to the job role and the working environment that would enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

PRIME OBJECTIVES OF THE POST:
Under the instruction/guidance of appropriate senior staff; be responsible for maintenance, security and facilities management services on both school sites.
May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.
To ensure that the school gives a positive first impression and complies with legislation and guidance.
Knowledge and Skills: 
(See Personnel Specification)
Effort Demands: 
· Will work under own initiative with minimum supervision, managing conflicting priorities and referring only extremely complex issues to a member of the senior leadership team.

· Will contribute to the planning, development and organisation of systems/procedures/policies.

· Will be responsible for the development and operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for work or repairs required to be carried out to maintain safe and satisfactory conditions (including fire safety and electrical equipment) and to maintain appropriate, accurate records.

· Will undertake the procurement and ordering of associated stocks and supplies ensuring that there are adequate levels at all times to meet the needs of the school within budgetary parameters. Taking delivery and arranging for the storage of materials, stores and other goods.

· Will have a firm commitment to the school and its ethos.

· Will have a flexible approach to their work and ability to work independently.

· Will have strong DIY and handyman skills, for example, decorating, carpentry, plumbing.

· Will have good communication skills to liaise with contractors, tradesman, children and staff.

Responsibilities:

· Will have an in-depth knowledge of and ensure compliance with policies and procedures relating to child protection, health, safety and security and confidentiality at all times, reporting all concerns to an appropriate person

· Will promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times. 

· Will have responsibility for the maintenance and security of the premises, advising the Business Manager or another senior manager of any problems with appropriate suggestions for solutions/improvements. 
· Will be responsible for the line management of designated employees, namely the Caretaker and cleaning team.  Maintaining good working relationships and employing effective leadership techniques.  Ensure timely completion of all related paperwork associated with the management of employees. Identify and implement necessary work-related training.

· Will control expenditure and set allocated budgets (budgets set in conjunction with School Business Manager) for staffing, annual site maintenance and capital budgets, to ensure that budgets are not overspent and best value is achieved. 

· Will support school in identifying and creating business opportunities, and to assist in the external marketing for the school, in particular, this will involve creating revenue through school facilities.
· Will attend and participate in relevant meetings, producing analysis and reports as required. 

· Will participate in training and other learning activities and performance development as required.

· Will establish constructive relationships and communication with contractors and other agencies/professionals, ensuring that contracts on site do not cause a health and safety hazard or damage school property. Report matters of concern or noncompliance with contract specification to the relevant contractor.

· Will contribute to the overall ethos/work/aims of the school and appreciate and support the role of other professionals.

· Will ensure the highest standards of professional conduct and confidentiality at all times.

· Will present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all, treating all users of the school with courtesy and consideration.

· The post holder will be required to drive a school mini bus

· Will promote and ensure the health and safety of pupils, staff & visitor (in accordance with appropriate health & safety legislation) at all times.
· Will appreciate and support the role of other professionals.

environmental demands/Working Conditions:
· Regular outdoor work and exposure to the elements/weather.

· Will have contact with members of the public/other professionals e.g. teaching staff, governors, parents/carers, community groups, local education authority, external providers etc.
· The jobholder may occasionally be subjected to antisocial behaviour from members of the public/parents/site users.

· Required to be a key-holder for emergency call-outs.  

· Upon successfully passing relevant training, be required to drive the school minibus from time to time.

· This post will include manual lifting and handling. You are expected to be aware of health and safety policies and procedures and frequently assess your ability to carry out the lifting tasks required of you.
Special Conditions of Service:
· No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (An enhanced DBS check is required).

Other considerations
· To be aware of and comply with policies and procedures relating to child protection; being vigilant for signs that children may be being abused and to report any such suspicions to the school’s nominated Designated Safeguarding Lead.
· To act in accordance with the Data Protection Act and maintain confidentiality at all times e.g. access to staff/student/parent and carers files.

· Accept and commit to the principles underlying the Schools Equal Rights policies and practices.

· Be able to perform all duties and tasks with reasonable adjustments, where appropriate, in accordance with the Equality Act.

· Must be legally entitled to work in the UK.

PERSONNEL SPECIFICATION:

	
	Essential (E)/Desirable (D)

	Experience:
	· Will possess handyperson/relevant experience. (E)

· Will possess caretaking/site-keeping experience in a school or similar environment. (D)

	Qualifications/ Training:
	· Will possess good literacy and numeracy skills (GCSE (or equivalent) Maths and English). (D)
· Will hold a recognised qualification associated with premises management (D)
· Will hold a recognised qualification associated with Health & Safety (D)

	Knowledge/Skills:


	· Will possess good working knowledge of plumbing, electrical and decorating repair procedures. (E)

· Will hold a current driving licence and have access to a vehicle. (E)

· Will possess knowledge of health, hygiene and safety procedures and precautions and regulations, for example COSHH, Manual handling etc. (E)

· Will possess knowledge of the use of ICT and other specialist equipment/resources with willingness to participate in development and training opportunities. (E)

· Will possess team-leading skills. (E)

· Will possess the ability to self-evaluate learning needs and actively seek learning opportunities. (E)

· Will possess the ability to work as part of a team. (E)

· Willingness to use relevant equipment. (E)

· Will possess ability to relate well to children and adults. (E)
· Will possess knowledge of cleaning procedures required to meet specified cleaning standards. (D)
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