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WORTH VALLEY PRIMARY SCHOOL
JOB DESCRIPTION FOR TRAINEE SITE MANAGER
Post Title:
Trainee Site Manager
Whilst every endeavour has been made to outline all the 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 description.  

Officers 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.

Document Note: To move through the document use the TAB key
	PRIME OBJECTIVES OF THE POST:



	Responsible for the day to day control of the cleanliness, heating, lighting and security of all the school buildings under his/her control.


Responsible for maintaining a safe environment for children, staff and other users of school premises.

Responsible for managing the environmental development of the whole school under the direction of the Headteacher.



	

	

	SUPERVISION AND GUIDANCE:



	Will work under the supervision of the Headteacher and the School Business Manager.

The post holder has responsibilities under the Health & Safety at Work Act, for the safety of all users and visitors of the school. (This responsibility is shared during normal school hours with the Headteacher, but is the post holder’s sole responsibility whilst on site outside of these hours in the absence of the Headteacher or other senior members of the school staff).



	RANGE OF DECISION TAKING:



	Expected to work generally under own initiative, but will work to the priorities set by the School Business Manager/Headteacher.



	RESPONSIBILITY FOR ASSETS, MATERIALS ETC:

Shared responsibility with the Headteacher for the security of buildings, equipment, furniture etc. on the site.




	RANGE OF DUTIES

The Site Manager’s work enables the children and staff of the school to work and learn in a safe, clean, tidy and hygienic environment through:



	· Promotion and maintenance of a clean, tidy, safe and hygienic school environment which gives a positive image of the school to children, staff, parents and visitors.
· Following of school policies and procedures including.
· To ensure that you are fully aware of the Safeguarding Policies and Procedures in school.

· Cleaning interior and care of exterior hard surface areas of all school buildings.

· Maintenance of the security of premises, including the locking and unlocking of the premises, and bringing any deficiencies to the attention of the Headteacher. 
· Responsibility under Health and Safety at Work Act for users of the building.

· Maintenance and development of buildings and school fixtures and fittings, including where possible basic repairs (after training has been given).
· Administration connected with the performance of the duties of the post. 


· Removal and relocation of equipment and any other duties.
· Vigilance for signs that children may be being abused and to report any such suspicions to the school’s nominated child protection co-ordinator or the Headteacher.
· Supporting, upholding and contributing to the development of the School’s equal rights policies and practices in respect of both employment issues and the delivery of services to the community.
· May from time to time be required to undertake other duties commensurate with the grade and level of responsibility defined in this job description.
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