	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


TITLE OF JOB
:  Site Manager



LOCATION
:   School with extended provision

GRADE
:   H3


1. JOB OUTLINE

1 a) REASON JOB EXISTS

· To be responsible for all matters  relating to the satisfactory operation of the school’s building, grounds  and equipment.

1 b) DUTIES










· Ensure that the school site is  secure and well maintained.
· Devise and manage  the school’s building maintenance programme
· Manage the school’s  access , hiring and lettings  policies and procedures

· Liaise with  the school’s partners, premises hirers and clients  in order to ensure that an excellent service is provided
· Manage the selection , evaluation and monitoring of external contractors.

· Manage the appointment ,induction, training and performance of premises staff, in order to create and maintain a high level of customer care

· Manage the deployment of premises staff,  in order to ensure appropriate levels of cover  (especially during evenings, weekends and holiday periods.
1 c) EQUALITIES

· Be aware of and support difference and ensure that pupils have equality of access to opportunities to learn and develop

1 d) HEALTH AND SAFETY

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person.

1 e) CRIMINAL RECORDS BUREAU 

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Hertfordshire County Council’s pre-employment checks.  Please note that additional information referring to the Criminal records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

1 f) ADDITIONAL INFORMATION

· .The postholder is required to contribute to and support the overall aims and ethos of the school. All staff are required to participate in training and other learning activities, and in performance management and development as required by the school’s policies and procedures
** 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.
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3. SUPERVISION

· .The postholder is managed by the Headteacher and is a member of the school’s senior leadership team.
· The postholder manages  the school caretaker (who leads a team of cleaning staff ), an administrator and a part-time facilities assistant
4. JOB CONTEXT

The postholder carries the lead responsibility in the school for the smooth running of the premises. The school site is used extensively, both for extended curriculum activiities and for  community purposes by external hirers.  The school is available for approved activities  throughout the year  ( 7 days a week, 52 weeks a year ) . The postholder will manage bookings for the site and the deployment of staff .

The postholder  provides reports and recommendations ,both written and oral, to the senior leadership team and to relevant governor committees on  his/her areas of responsibility
The postholder needs to be prepared to work during evenings and weekends  , within the limits of a 37 hour working week.
The postholder  is a designated  keyholder of the school for emergency access to the site

5. CONTACTS
· Governors and senior staff of the school

· Teaching and support staff

· Building trades  contractors and suppliers

· Community leaders and hirers of the school’s premises

· Caretaking ,cleaning and maintenance staff.

6. KNOWLEDGE, EXPERIENCE AND TRAINING

· Evidence of managing  complex  demands  with a high degree of customer satisfaction  is essential

· Accredited management training  is desirable

· Knowledge of the main requirements of health and  safety legislation  and good practice relevant to the post is essential
· Flexibility and sensitivity  to the needs of a wide range of users is essential

· Evidence of a strong commitment to  the school as the centre of its community is essential

7. PHYSICAL EFFORT

    Some lifting of  heavy loads  is , subject to appropriate manual handling      requirements , required
8. WORKING ENVIRONMENT































Site Manager (extended provision) 
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