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	Job Title:   Site Supervisor


	Grade:       H5/6

Hours:       37 Hours per week / Full time (8.00 am – 4 pm)


	Purpose:
To work as directed by the Operations Manager to ensure a safe environment for staff, visitors and students, with day to day responsibility for health & safety, security, repairs and maintenance undertaking the key tasks as outlined below.

Main Areas of Responsibility:
SECURITY

· Ensuring the security of the school’s premises and grounds, opening and closing of the building at appropriate times, closing of windows and setting of alarms.

· Being on-call for alarm activation and be a designated key holder for emergency access 

PEOPLE ON SITE

· Overseeing of all contractors on site and the safety of all personnel on site including visitors/parents.

· Liaising with contractors, visitors, staff and students, ensuring professional conduct and high standards at all times, sharing of knowledge and information and following procedures for the Health and Well Being of all parties.

· Overseeing of the schools cleaning contract and contracted staff working on site to ensure standards are delivered in line with their contractual obligations.

· Supervision of contractors and visitors to the school including LEA or Agency visitors inspecting or surveying the school’s premises, grounds, vehicles or equipment

· Day to day management of the grounds contract including organisation of periodic tree survey and associated works 

EVENTS

· Working school events and providing cover for Private Lettings/Hiring’s as necessary.

· Support Operations Manager with lettings.

GENERAL MAINTANCE WORK

· To be the main point of contact for reception for the collection / delivery of parcels to staff

· To assess and carry out gritting, salt spreading, snow clearing as necessary, including highways / footpaths through the school.

· Create and maintain a work request process for reporting jobs related to the post and maintain an action log.

· To assist with minor construction and school improvement projects under the supervision of the Operations Manager

· Completing all checklist, and carrying out periodic reviews

· Carry out Administrative tasks appropriate to the post.

· Assist with keeping the asset register accurate for the Operations Manager

· Window safety management including safety film / glass repairs, catches and beading

· Operation of the schools heating plant and managing annual service requirements

· Descaling and cleaning of showers periodically

· Flushing through water systems to reduce the threat of legionella

· Check the operation of the heating plant and report faults especially during winter months

· Regular checking of all cleaning stores, boiler rooms and general storage areas for health & safety risks

· To carry out maintenance jobs around the school including buildings maintenance, decorating and general repairs such as plumbing, carpentry (to a level commensurate with the post holders experience and qualifications)  

· Co-ordinate and carry out a rolling programme for classroom painting, external painting, external repairs.

· Ensure lights are in good working order, replace lamps/tubes as necessary.

· Co-ordinate and arrange a rolling replacement programme for carpets/flooring replacement, furniture.

· Liaise with Operations Manager for building condition - Capital Works – Projects.
SCHOOL TRANSPORT

· Driving licence category D1 required.

· Support with driving the school’s minibuses and supervising students on board to provide school transport to and from school for students and for school visits.

VEHICLE MAINTENANCE

· Management of Minibuses (including servicing, maintenance, safety checks, cleaning)

HEALTH & SAFETY

· To be aware of Health & Safety requirements ensuring all duties are undertaken in line with the current Health & Safety at Work Legislation and comply with the school’s policy.

· To undertake daily/weekly/monthly/termly and annual Health & Safety checks as required and maintaining full records of evidence

· Responsibility for the Health & Safety of the premises, including but not limited to legionella, PAT Testing, asbestos management 

· Ladder/High Level equipment checks and ensuring it is securely stored at all times

· Completion of general risk assessments relevant to the site, ensuring regular review and availability for staff including COSHH, DSE 

· Fire safety – reduce the risk, complete fire risk assessments, co-ordinate and undertake weekly alarm bell tests and periodic fire evacuation drills as required.  Deal with fire alarm activation either in school hours or out of school hours.

· Ensure all Statutory testing is carried out periodically as required – gas, electrics

· The use and maintenance of hand tools and basic light machinery and plant, ensuring all equipment is kept secure.

Supervision:
· Line Management responsibility for the Caretakers, working closely to understand the roles and responsibilities and to share workloads.

· Provision and appropriate training / instruction to site staff, contractors and maintenance staff

Responsible to:

Operations Manager

Health & Safety Training

· Attend or be willing to attend relevant Health & Safety courses relevant to the role and act as the authorised person where required

Additional Information:
· Deputise for the Operations Manager when required

· Any other duties commensurate to the position and pay scale as advised by the Line Manager

· First Aid Duties

· Driving of minibus (D1 driving license category required), transporting students when a Caretaker is not available

· Weekend working as and when required

· Covering colleagues’ duties arising through absence and remaining flexible with regards to working hours to support the needs of the school outside of core business hours as necessary; for example, in the event of adverse weather to ensure site safety 

· Lone Working

· Be on-call in the event of an emergency call out on site



	Person Specification:

A.
Education Qualifications and Training
Essential

· Clean driving licence with minibus driving qualification (or willingness to undertake training)
· A sound knowledge of DIY skills is essential

· Good understanding of safeguarding children in schools
Desirable

· Experience in the building trade i.e., carpentry, plumbing, electrics, plastering would be advantageous

· Recognised qualification in your chosen trade e.g. electrician / plumbing.
· A valid first aid certificate (or willingness to undertake necessary training)

B.
Knowledge & Experience

· Experience of working in a school or similar environment is desirable

· Knowledge of general repairs / maintenance and evidence of success in DIY tasks

· Awareness of the main requirements of Health & Safety legislation and good practice relevant to the duties of the post is essential

C.
Skills and Personal Characteristics


The appointee must be able to relate effectively to all members of the school 

community and must demonstrate that they possess: 

· A commitment to the aims, objectives and ethos of the school

· Effective communication skills and the ability to relate easily to a wide range of people through an even temperament and good sense of humour

· Self-motivated, pro-active and able to work autonomously, whilst managing own workload

· Strong organisational and time management skills 

· Be open minded and willing to undergo training as required and for self-development

· The ability to lead and work as part of a team managing a physically demanding schedule (including bending, moving, handling, pushing)

· A capacity for hard work and an ability to prioritise effectively, and work under pressure

· The ability to think creatively and imaginatively to anticipate and solve problems and identify opportunities

· Good administrative skills

· A genuine commitment to the welfare of children

This job description is not intended to be an exhaustive list; the duties and responsibilities listed above describe the post as it is at present. The post holder is expected to accept any reasonable alterations that may from time to time be necessary after negotiation.
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