

MONKS COPPENHALL ACADEMY AND NURSERY


JOB DESCRIPTION



            Site mAINTENANCE oFFICER
	
	

	
	


MAIN PURPOSE 

The Site Maintenance Offcer  is responsible for:

· Maintaining clean, safe and secure school premises, which includes buildings and   grounds

· Carrying out cleaning, handyperson activities, routine maintenance and refurbishment, porterage, and minor repairs

· Promoting health and safety around the school

· All other aspects of site management, such as supervising external contractors, and site use and development planning
	NO
	MAIN RESPONSIBILITIES



	1.
	Maintain the school building including effecting repairs and improvement. Undertake minor repairs as necessary.

	2.
	Discuss with and monitor the work of contractors engaged by school to ensure specified standards are achieved.

	4.
	Monitor, operate and maintain appropriate site security systems, including opening the building at the beginning of the school day.

	5.
	Maintain and monitor Health and Safety standards, reporting any failures to comply with the school’s statutory obligations in this area and ensure that contractors’ work meets Health and Safety Regulations.

	6.
	Carry out banking duties as required.

	7.
	Take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the school working environment



	8.
	Carry out other duties appertaining to the use of the premises as may be necessary from time to time in accordance with the reasonable requirements of the Principal.

	Notwithstanding the detail in this job description the job holder will undertake such work as may be determined by the  from time to time, up to or at a level consistent with the Main Responsibilities of the job. 




1 RESPONSIBILITY FOR PHYSICAL RESOURCES

Give details of any direct responsibility for physical resources.


	Physical resource
	Nature of responsibility of Job Holder
	How often is responsibility exercised?

	Buildings:

Classrooms, toilets, offices, specialist areas (eg, swimming pool, heating system)

	· Maintenance and minor improvements

· Cleaning of designated areas

· Security – opening building

(named key holder), operating and testing of alarms

· Health and Safety checks

· Maintaining correct temperature.

· Security – ensuring boiler room is locked
	Daily




	Site:

eg, grassed and wooded areas, driveways, play areas, etc
	· Litter picking, path clearance, graffiti removal etc 
· Griiting as and when required
· Routine maintenance of play areas and equipment
· Carry out regular checks alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are actioned
· Advise the Principal/Estates Manager on all matters relating to school security and safety 
· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to the Principal/Estates Manager 
· Monitor the work of contractors, ensuring safe working practice and quality of work


	Daily



	Fixtures, Fittings and Furniture: 

Locks, windows, doors, fitted furniture
	· Ensures in good working order, H & S checks, day-to-day maintenance

· Moves furniture and large items as requested
	Daily



	Tools/equipment/cleaning materials: 

· Hand/small power tools; 

· washers, driers, fridges, Hoovers, buffers, etc

· Cleaning materials/chemicals
	· Safe daily use and storage

· Checking for good working order

· Taking fridge temperatures

· Safe daily use and storage
	Daily



	Records:

Stock records of cleaning materials, towels, toilet paper, etc

Meter readings
	· Checks deliveries to Academy
· Reads and records meter readings, water temperatures etc
	Daily/Monthly


2 KNOWLEDGE

	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?

	Literacy and Numeracy
	Ability to read, write; together with basic arithmetical ability
	To read instructions, keep records, read meters, mix chemicals to correct ratio
	General education



	Equipment and Tools
	Ability to:

· Use hand/small power tools 

· Use electrical cleaning equipment

· Test, set and disarm alarms
	To clean and maintain school and security of buildings and site
	Previous experience plus on-the-job experience

	Specialist
	Understanding of:

· Basic plumbing and, joinery 

· Basic and specialist cleaning processes

· Safe storage of materials and chemicals
	To clean and carry out basic maintenance
	DIY skills and experience of institutional/ domestic cleaning

	Policies and Procedures
	Knowledge of:

· Health and Safety Regulations, 

· Safer Handling Guidelines, 

· School Security, 

· Hazardous substances
	To ensure compliance, carry out checks
	Induction, training, manuals and guidelines

	Organisational
	Basic knowledge of school organisation.

Knowledge of contractors 


	To understand how things are organised and why

To know who to contact in an emergency
	On-the-job experience 

On-the-job experience 
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