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      Job Description


	Job Title:

 Site Supervisor
	Department:

Primary School Sc.4 - 5

	Section:


	Job Number:



	
	Date last updated:

January 2013


	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  


Job Context

1. The postholder reports to the Head Teacher. 

2. The postholder supervises:

(i) Cleaning Staff

(ii) Assistant, if allocated

(iii) Maintenance workers on site

PURPOSE OF JOB:

· Maintenance of the establishment
· Monitoring cleaning
· School security
· Temperature control of establishment
· Health and Safety
· Other general site services within the premises
· Supervision of lettings
And in addition to fulfil the higher level of duties and responsibilities for:

· Being an active member of the maintenance committee

· Being responsible for managing and maintaining a budget allocation

· Attending school-based and external training

· Co-operating fully in Performance Management

· Supporting pupils’ achievements in extra-curricular activities (when agreed)

· Accompanying staff members on school trips (when agreed)

· Carrying out a wide range of handyperson duties

· Evaluating internal and external maintenance project initiatives

· Evaluating the Lettings Policy

· Initiating and supporting change for school improvement re maintenance.
Key Tasks and Accountabilities 

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

At Scale 5

To fulfil all duties expected at lower Scale 4 (listed below) and, in addition to fulfil higher level duties for Scale 5.

Lower level duties expected at Scale 4
1. To be responsible for the planned and ad hoc maintenance and upkeep of the 
premises, the buildings, their non-curricular contents and ground – including

determining ,in accordance with established guidelines, whether repairs/maintenance should be undertaken directly or to request contract services; to liaise with appropriate staff in NPW and other departments of the Council on all aspects of maintenance.

2. To be the client-monitoring officer in relation to contracts, ensuring that contract specification is achieved and that any errors or omissions are remedied speedily and to undertake the direct repair of fabric, services and fittings within recognised competence.

3. To liaise with relevant sections with regard to queries concerning the level of service provided.  To contribute to the monitoring and regular review of all major contracts and services provided to the establishment.

4. To be responsible for ensuring the safe and efficient operation of all mechanical, electrical, heating and water services on the premises, including, when appropriate, lifts and swimming pools.  To take appropriate action to ensure and monitor proper and safe levels of lighting, heating and ventilation.

5. To ensure the cleaning of the premises is in accordance with agreed specification, monitoring the performance of contract staff (or allocating and managing staff under the postholder’s control in Voluntary Aided Schools); to be responsible for emergency cleaning. To advise on and undertake/manage arrangements for cleaning not in the contract as directed.
6. To be responsible for the overall security arrangements of the premises, including ensuring that staff are aware of the Council’s guidance and procedures on security and the use of alarm systems, that there is an appropriate system of  keyholding  management, that periodic reviews of site security are conducted and that appropriate action is followed through; to liaise with NPW and other Council staff as appropriate. Responsibility for the carriage of school monies to and from banks as required in accordance with Council procedures.
7. To be responsible for maintaining the premises in a safe and healthy condition, ensuring the maintenance of fire and other safety equipment and of first aid and emergency equipment, the safe storage of and potentially harmful materials and that there is appropriate and effective signposting.

8. To operate the schools’s administrative systems with regard to the ordering of stock, the checking of invoices, the monitoring of budgets, the preparation of estimates and undertaking stock checks within the postholder’s sphere of responsibility.

9. To ensure that appropriate arrangements are made and records maintained for authorised users of the site’s facilities and buildings; to manage and operate systems of staff cover for lettings and other out-hours usage of the premises.

10. To work on own initiative, particularly during school holiday periods and in emergencies, taking all necessary action to ensure the security and maintenance of the premises/site; to liaise with other Council services; to provide appropriate information to head of establishment as required.

11. To ensure the movement of furniture and supplies etc. where required and to arrange for access to the site by authorised persons.

12. To interrogate and update on computerised systems in accordance with agreed procedures.

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

14. To deploy and supervise staff under the postholder’s control, participating in their recruitment and assisting in identifying their training requirements.

The duties of this post may involve working outside normal hours, including     weekends and bank holidays as necessary.

Higher level duties Scale 5 status (4 +5)
1. To be an active member of the ‘Maintenance Committee’, attending committee meetings, developing and supporting plans and projects for school improvement in general maintenance.

2. To be responsible for managing a maintenance budget, predict, monitor and evaluate spending.

3. To attend appropriate school-based and external training as requested by the Head Teacher.

4. To be part of the school’s professional development  cycle set targets for improvements within the framework of Performance Management, supported and guided by the Leadership Team .

5. To offer personal strengths and interests to support pupils’ achievements within the wider curriculum i.e. Sports clubs.

6. To support the supervision of pupils on out of school trips (if and when appropriate).

7. Carry out a wide range of handyperson duties, using various skills and to develop a programme of works to be completed throughout the financial year, as part of the SIP.

8. Evaluate maintenance projects and their impact on the daily management of the school, recording successes and difficulties to aid future planning.

9. To supervise and monitor school lettings.  To evaluate the effectiveness of the school lettings policy in partnership with the Leadership Team.

10. To support the Leadership Team in decisions taken to improve the maintenance of the school using personal skills, knowledge and experiences to assist the process for continual improvement.

ALL THE ABOVE WILL GET THE FULL CO-OPERATION AND SUPPORT FROM SENIOR STAFF AT THE SCHOOL.
Person Specification

	Job Title:

Site Supervisor
	Department:

Boleyn Trust

	Division/Section:

Monega Primary School

	Job Number:

	Grade: 5
	Date last updated: January 2013



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA


	METHOD OF ASSESSMENT

	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

	KNOWLEDGE:

Knowledge of, or ability to learn through training, how to use computer systems.

	Application Form/ Interview/ Certificate/Test (delete as applicable)




	QUALIFICATIONS:

	Application Form/ Interview/ Certificate/Test (delete as applicable)

Good standard of literacy, numeracy

	EXPERIENCE:

	Application Form/ Interview/ Certificate/Test (delete as applicable)

At least 3 years experience of premises management/site supervision preferably in a school.
Experience and understanding of site issues pertaining to a large building.

Experience and understanding of security issues.

	SKILLS AND ABILITIES:


	Application Form/ Interview/ Certificate/Test (delete as applicable)

Ability to communicate effectively with staff, parents, children, with a high level of interpersonal skills

Ability to prioritise workload.

Ability to line manage and motivate a staff team

Ability to carry out maintenance/handyperson duties

Ability to work as part of a team and to contribute to team development.

	PERSONAL STYLE AND BEHAVIOUR:


	Application Form/ Interview/ Certificate/Test (delete as applicable)

Ability to work under pressure at times, a positive outlook is essential.

	OTHER SPECIAL REQUIREMENTS:
(SUCH AS WILLINGNESS/ABILITY TO WORK OUT OF HOURS, DRIVING LICENCE ETC BUT ONLY IF AN ESSENTIAL JOB REQUIREMENT).


	Application Form/ Interview/ Certificate/Test (delete as applicable)

Willingness and ability to work flexible hours to meet service requirements.
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