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Tower Hamlets Road
Forest Gate
London E7 9DA


Site Supervisor/Groundsperson Job Description
Location: 		London Borough of Newham
Working Pattern:	 Full Time
Hours: 			30 hours per week (split shift) 7.00 am – 10.00am and 3.00pm – 6.00pm
Person reports to:	The Head Teacher
Person Supervises:	Cleaning Staff, Maintenance workers on site
Purpose of job: 	To be responsible to the Head teachers, Governors and Leadership team at St 
JOB DESCRIPTION
 

Job Title:	Site Supervisor		Grade:	Scale tbc  


Reporting To:  	Business Manager	 	Supervises:	Cleaners 
							 


Purpose of Job:
To manage effectively the maintenance, cleaning, security, heating and health and safety of the site and grounds. You are valued as part of the school support team and will make a positive contribution to the ethos of the school, providing a high quality professional site management service. 


Equal Opportunities:
St James’ CofE Junior School has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work


Duties and Responsibilities:


Security

1. To be responsible for the overall security arrangements of the premises including periodic reviews of site security and to consult with the police, Newham Security Services and others on measures to improve security.

1. To maintain a keyholding system for the school and to arrange for access to the site by authorised persons.

Repairs and Maintenance

1. To be responsible for the maintenance and upkeep of the premises, the buildings the grounds, including determining in accordance with established guidelines whether repairs / maintenance should be undertaken directly or by contract services.

1. To monitor and review all premises contracts and services; and to be the client monitoring officer in relation to contracts, ensuring that contract specification is achieved, and that any errors or omissions are rectified.

1. To be responsible for ensuring the safe and efficient operation of mechanical, electrical, heating and water services on the premises and to ensure safe levels of lighting, heating and ventilation are maintained.

1. To carry out a wide range of handyperson duties using various skills e.g. carpentry, plumbing, glazing, etc,

1. To maintain the playground to a high standard at all times

1. To carry out appropriate duties in relation to the grounds including weeding, leaf clearance and window cleaning.
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1. To liaise with appropriate staff in the school and in Council Departments on all aspects of premises maintenance where necessary.

Cleaning

1. To ensure that the cleaning of the premises is in accordance with agreed specification, monitoring the performance of contract staff and to be responsible for all emergency cleaning.

1. To advise on and undertake / manage arrangements for cleaning not in the contract as directed.


Health and Safety

1. To be responsible for maintaining the premises in a safe and healthy condition, including the maintenance of fire, safety and emergency equipment, as well as the safe storage of potentially harmful materials, within the competence of the postholder.

1. To ensure appropriate signposting throughout the premises, in accordance with agreed procedures.

1. To complete daily, weekly and termly Health and Safety checks as required.

1. Undertake risk assessments as necessary 


Building Works

1. In conjunction with the Headteacher and/or Business Manager to deal with contractors and consultants on all aspects of the building works, ensuring the ongoing efficient and effective premises management and upkeep of the site.

1. To assist in the preparation and progress of new equipment / furniture orders and deliveries to meet the school premises development plan.


Management and Administration 

1. To work on own initiative, particularly during school holidays and in emergencies, taking all necessary action to ensure the security and maintenance of the site, and to prioritise the daily workload

1. To be responsible for maintaining stock levels of janitorial supplies

1. To use computerised systems in accordance with agreed procedures.


Other

1. Such other duties, within the competence of the postholder, which may be required reasonably from time to time.
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