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	Job Description: 

Facilities Manager
Scale: PO2 – PO4




                                                                                      Updated: Dec 2017


	Postholder reports to:
Director of Finance & Operations
Purpose of Job:
· To lead on the school site including maintenance, development, housekeeping and security.
· To lead on health & safety relating to site and facilities

· To have responsibility for contractors and contracts relating to site

· To have responsibility for all lettings

· To lead on asset management throughout the school
Responsible for:
· Site Supervisors
· Day Cleaner

· Facilities Officer

36 hours per week, 52 weeks per year




Key tasks and accountabilities
Security
· To support the Director of Finance & Operations in ensuring that the security of the site is maintained
· To organise and manage the opening and closing of the school site.
· To undertake the responsibility of keyholder and nominate a deputy to cover for periods of absence.
· To have responsibility for the management and monitoring aspects of CCTV in conjunction with the appointed security company. 
· To carry out weekend security checks, if required by the Headteacher. 
Site Management & Maintenance
· In liaison with the Headteacher and Director of Finance & Operations, to devise and implement an annual maintenance programme. 
· To ensure that the buildings services checklist is maintained and work carried out in accordance with the maintenance schedule.

· To ensure that a system is in place for staff to report repair and maintenance issues as they arise and that they are addressed in a timely manner.
· To ensure the supervision of contractors who are on the school site.
· To ensure that the playground, paths and all hard areas are kept clean and tidy of leaves, litter, etc, all drains and gullies are kept clear and free-flowing and window sills and roofing beams kept free from dirt and cobwebs. 
· In conjunction with the Director of Finance & Operations meet with representatives of service providers, negotiate Service Levels, monitor Key Performance Indicators and sign off work.
· To assist in seeking tenders/quotes etc, with due regard to 'Best Value', as and when appropriate.
· To visit all areas of the school each week on an agreed programme, to carry out cleaning inspections and Health & Safety checks on all areas and furniture. 
· To co-ordinate site supervisory duties as outlined in the site staff job descriptions
Cleaning
· To monitor and review the cleaning contract and recommend improvements. 
· To carry out contract monitoring meetings with external supplier 
· To oversee school waste collection and liaise with waste contractor, supervise distribution of rubbish bags, monitor types of collection and advise on the most cost-effective and environmentally friendly systems. 
Health & Safety
· To assist the Director of Finance & Operations to develop a Health & Safety culture across all school areas. 

· To review and maintain risk assessments, safety records and logs. To monitor actions taken within the school.
· To ensure Health & Safety measures are in place where needed and advise the Headteacher of any shortcomings in this area and of any solutions required to address the issue.

· To act as the Lead Incident Controller during any fire evacuation and complete reports as necessary.

· To submit statutory returns to the LA following first aid incident.
· To keep up to date on Health & Safety legislation and arrange appropriate training at regular intervals. 

· To maintain records of all Health & Safety matters, meetings, policies, etc. 
· To be responsible for fire safety on site, including ensuring risk assessments are carried out annually and regular checks on fire safety equipment and alarm system
Strategic Management, Finance & Administration
· To manage the facilities budgets effectively throughout the year. 
· To assist in the preparation and maintenance of the costed School Asset Management Plan (Inventory). 
· To use the electronic calendar of all school events so as to ensure that the correct set-up is provided by the facilities team for exams (public and in-house), meetings, lectures, presentations, school plays, drama/music recitals and any other function. 

· To ensure that requests from external agencies to use school facilities avoid clashes with school requirements and, as appropriate, have the approval of the Headteacher/Director of Finance & Operations.
· To be the main point of contact and to co-ordinate the lettings of school premises 
· To assist in the management of the Service Level Agreements with regard to the school infrastructure. 
· To assist the Headteacher in the recruitment of all premises support staff and be responsible for carrying out the induction programme and performance management of same. 
· To contribute towards support staff SLT duties as designated by the Director of Finance & Operations 

Additional duties

· To work within the framework of the school ethos, adhering to the Code of Conduct at all times.
· To contribute to the ethos and development of the Language College status.
· Any other duties commensurate with the grade which may be required from time to time.

· All staff are expected to take part in staff development.

This job description will be reviewed annually.
EQUALITY AND DIVERSITY

We are committed to and champion equality and diversity in all aspects of employment within the London Borough of Newham.  All employees are expected to understand and promote equality and diversity in the course of their work.
SAFEGUARDING CHILDREN

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment and uphold all relevant procedures.
	I have read the Job Description and agree to all the terms and conditions set out.  I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.


	Name:
 
Signature:
Date:
 
 

	

	
	


