
Job Description

	School Name:
	Seer Green Church of England School

	Job Title:
	SITE MANAGER

	Reports To:
	Headteacher / Bursar

	Role Summary:

· To manage all matters concerning school buildings and facilities.

· To take responsibility for management of all aspects of Health and Safety within the school.

· To provided effective reception and administrative support, in order to ensure the smooth and effective running of the school office.  



	Key Tasks:
Health and Safety:

· Maintain and review Risk Assessments for school site and personnel.
· Carry out and maintain records of regular Health and Safety checks, reporting any concerns to the Headteacher if appropriate.

· Ensure compliance with relevant Health and Safety regulations and codes of practice and with due regard for the health and safety and welfare of all premises users and visitors including contractors. Ensure that legal processes are followed for reporting and recording Health and Safety incidents.

· Maintain the Fire Log; update the Fire Risk Assessment; and carry out regular testing of the fire alarm system.

· Liaise with the Headteacher to arrange termly Fire Drills and ensure these are correctly managed and followed up if necessary.

· Ensure that First Aid kits around the school remain fully stocked and portable kits are available for school visits. 

· Assist with completion of online accident reporting and follow-up any incidents appropriately.

· Ensure the Medical Room is maintained to a high standard, with necessary documentation displayed, and that medicines are stored appropriately.
· Liaise with SENDCo to ensure Personal Emergency Evacuation Plans for individual children are updated annually 

· Arrange and record Health and Safety training as required e.g. Fire Warden, Fire Risk Assessor, First Aid in the Workplace

· Ensure that Emergency Planning remains up-to-date and appropriate, and that members of staff are aware of it.

· Keep up to date with latest legislation.

· Any other associated tasks as may be required by the Headteacher or Governors.
School buildings and facilities:

· Ensure that the grounds are maintained to a high standard and that playground and the school site are clean and safe.

· Liaise with and co-ordinate contractors e.g. grounds maintenance, tree maintenance, boilers, air conditioning, refuse collectors, fire alarms and extinguishers etc, and ensure that all work is carried out to the standard required and that costs are kept to a minimum.

· Maintain comprehensive records of all maintenance work carried out on school premises.

· Work with staff to deal with any problems around the school site such as toilets, drains, heating, sinks and windows.

· Work with Bursar to plan premises expenditure. 

· Operate an agreed programme of planned preventative maintenance and be available if necessary during school holidays to facilitate this.

· Manage equipment on site such as furniture and curriculum resources, maintaining a resources inventory. Organise disposal of resources or furniture no longer required.

· Work closely with the cleaning contractors to ensure that the school is cleaned to the agreed standards and specifications.  Where required ensure that any problems are highlighted to them and dealt with promptly. Manage occasional non-routine cleaning tasks.

· Where required liaise with surveyors and building contractors, obtaining quotes for work as necessary



	Key Skills and Competencies:
(Full training will be provided to the successful candidate)
· Full working knowledge of/willingness to learn relevant policies/codes of practice/legislation including Health and Safety.
· Ability to relate well to children and adults.

· Strong numeracy and literacy skills.

· Effective use of ICT packages.

· Ability to plan, analyse and project manage work.
· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
· Ability to self-evaluate learning needs and actively seek learning opportunities.




