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                      Discovery Academy
Post: Site Supervisor 

Job Description

BAND: D 37 hours, 52 weeks
RESPONSIBLE TO: Office Manager 

Main Purpose

Purpose  :   












To provide an effective and efficient caretaking service for the school, and carry out any reasonable instruction the Office Manager.  To maintain good working relationships with all members of the school, and wider trust.
Main Duties and Responsibilities

Security

1. To be responsible for the security of the premises and its contents and ensure the security procedures at the school are operated effectively alongside the new Site supervisor
2 To prevent trespassers on school premises or grounds without getting into conflict or danger and to ensure that unauthorised parking of vehicles does not occur.
3 To provide access to school buildings or grounds when appropriate to authorised personnel / or lettings as and when directed to do so.

Heating and Lighting

1. To operate and maintain the heating plant (gas, oil or electric) in accordance with approved procedures in order to ensure required temperatures and an adequate supply of hot water.

2. To report any faults to the Office Manager in accordance with the school’s policies and procedures.
3. To carry out frost protection procedures as necessary.

4. To ensure adequate lighting for premises and access routes as necessary.

5. To maintain records of location of meters and main services, e.g. stop taps, gas taps, etc. and ensure the records are clearly displayed and easily available. To undertake regular meter readings in line with agreed recording procedures.
Preparation and Cleaning of Premises

1. To carry out cleaning when required due to accidents.
Emergencies

1. To carry out the necessary task in accordance with approved procedures in the event of fire, flood, breaking and entering, accident, major damage and other emergencies.

2. To act as first point of contact for emergency services both inside and outside working hours.

Repair and Maintenance

1. To carry out routine basic repairs and maintenance work to the fabric of the building as directed by the Office Manager. 
2. Notify the Office Manager of any repairs or maintenance work required at the School which requires specialist staff.

3. To direct workmen and contractors to the site of repair and maintenance work and inform the Office Manager where the work has not been completed satisfactorily, that is if faults persist.

4. To be responsible for the monitoring of all work carried out by contractors and ensure that it is of a high standard. To maintain and monitor the condition of School premises in accordance with school and trust procedures.

5. To be responsible for the monitoring of all work carried out by contractors and ensure that it is of a high standard. To maintain and monitor the condition of School premises in accordance with school and trust procedures.
Porterage

1. To be responsible, in conjunction with the Office Manager, for the ordering, receipt and storage of materials needed to carry out tasks that are required, and needed to ensure the equipment and other goods at the school.

2. To receive and ensure safe storage of store deliveries made to the School.

Health and Safety

1. To ensure that all caretaking and cleaning equipment, materials and tools are in a safe condition and that safe working practices are adopted.

2. To ensure the duties and responsibilities are carried out in a safe manner and safe working practices are adopted in accordance with the requirements of the Health and Safety at Work Act 1974.

3. To ensure the correct protective clothing, materials and equipment is used at all times.

4. To assist in carrying out fire drills and fire system, emergency lighting and smoke alarm testing at prescribed intervals.
5. To carry out all other checks as requested by the building manager and to ensure that all relevant paperwork is completed correctly. 
Other Duties
1.
The duties and responsibilities of the job are those required at the date of compilation of the document and other duties and responsibilities may be required by management to be undertaken from time to time. These will be implemented in consultation with the employee. In addition, other duties will be carried out for jobs up to and including those in the same grade, provided such duties are within the competence of the employee.

2. To be familiar and comply with all relevant Health and Safety, Operational, Personnel, Data Protection and Financial Regulations, policies and procedures.

3. To ensure equality of opportunity is afforded to all persons both internal and external to the Authority, actively seeking to eliminate any direct or indirect discriminatory practices/behaviour.
4. To undertake other duties and responsibilities as required from time to time commensurate with the grade of the post. 
