	Role Title

	Caretaker/Site Manager

	Grade
	6

	Job Reference
	

	Job Variation Reference
	

	School
	

	
	

	Main purpose of the role

	To undertake a range of site management duties including security and supervision of the site and related equipment, and other duties including porterage, cleaning and maintenance. 

Supervision/training of staff.



	Core responsibilities and tasks

	1. Oversee and be responsible for the overall security of the site, its premises and contents including scheduling and undertaking regular security surveys and making recommendations.

2. Arrange schedules and oversee schedules of routine maintenance liaising with contractors and suppliers as necessary.

3. Maintain, order and authorise supplies/stock levels 

4. Contribute to planning  and monitoring  budgets 

5. Undertake regular health and safety checks of buildings, grounds, fixtures and fittings including fire fighting apparatus and other safety equipment in accordance with schedules.

6. Develop and maintain systems for letting of grounds and buildings.

7. Devise and monitor schedules for regular cleaning of buildings and grounds 

8. Devise and monitor schedules for the regular maintenance of the grounds and building surrounds.

9. Responsible for recruitment and supervision of other staff.

10. Create and manage budgets

11. Procure external/contractors/suppliers

12. Manage and monitor external contractors



	Knowledge, skills and experience 

	· Completed a common core programme of induction for working with children



	Additional Information

	This role is operates essentially in relation to buildings and related plant, equipment, supplies and services. Either reporting to the Head or to a Senior manager type role in a large school. 




