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	Job Title
Assistant Site Manager
	Thematic Area
Education and Children's Services

	Post No.

	Grade
Scale 1
	Service
Education and Young people’s services
	Location

Victoria Park Academy

	Responsible to
The Head Teacher and BSS
	Contacts

	Persons responsible for:

(May be presented in the form of an organisation chart)

Attach separate sheet


	
	
	Special conditions
Daily pattern of hours will vary in accordance with site requirements.  

Clean Driving licence required. Sandwell’s minibus driving test will need to be taken.

	Working hours
flexible

	

	This job description is a guide to the work you will initially be required to undertake.  It may be reviewed from time to time to meet changing circumstances.



	Job Summary

	Responsibilities include some cleaning of designated areas of the centre.  To ensure efficiency, cleanliness, safety, security and smooth operation of the building, machinery and fabric. 


	Duties and responsibilities:-

	1. 
	The efficient operation of the school site in accordance with the Authority's Policies, individual site policies and in particular those relating to the Health and Safety at Works Act.

	2. 
	Driving of minibus for trips, storage and servicing purposes. 

	3. 
	The monitoring of the energy conservation, the reporting of defects to the Department of Environment and Development Services (or other nominated agencies) and the cleanliness of the plant room.

	4. 
	Locking and unlocking of all premises.  Initial inspection of site for vandalism or items requiring building maintenance and security of all windows, door and gates.

	5. 
	Setting and unsetting of intruder alarms and initiation of response procedure following alarm activation.

	6. 
	Ordering and replacing of low-level florescent tube starters, diffusers, light bulbs and shades.

	7. 
	Light gardening duties

	8. 
	Maintaining a litter free environment as far as practicable.

	9. 
	The receipt and portage of light goods or materials, the maintenance of appropriate records and the relocation of portable equipment and furniture.

	10. 
	Inspecting and checking clearing of blockages in sink waste traps, toilet cleanliness, the cleaning of areas affected by vomit which occurs during normal working hours.

	11. 
	Inspection of the site to identify building defects (service, decoration) the initiation and progression of works order and the maintenance of appropriate records.

	12. 
	Small repairs to furniture and buildings, except where specialist contractors required.

	13. 
	Snow clearing as soon as practicable to facilitate safe access and egress.

	
	Cont'd...


	14. 
	Setting out furniture for groups, courses and other associated work.

	15. 
	Recording of meter readings for water, gas, electricity and oil where accessible at intervals determined by the Head Teacher.

	16. 
	Emergency action to minimise the effects resulting from burst pipes, vandalism or fire damage prior to repair or remedial work being undertaken by specialist agencies.

	17. 
	Notification of health and safety hazards to the Head Teacher.

	18. 
	Where circumstances demand to undertake cleaning duties as necessary.

	19. 
	Supervision of cleaning of the school and Cleaning staff.

	20. 
	The post holder must at all times carry out his/her responsibilities with due regard to the Council’s Equal Opportunities Policy.

	21. 
	It is the responsibility of each employee to carry out their duties in line with Council policies on equality (please refer to the Policy Statement), harassment, racial equality and the CRE action plan, and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment.  Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for in line with these policies and the CRE standards.

	22. 
	Use and development of ICT as required.

	23. 
	Such other duties as may be appropriate to achieve the objectives of the post to assist the Thematic Area in the fulfilment of its objectives commensurate with the post holder's salary grade, abilities and aptitudes.

	24. 
	The post holder must at all times carry out his/her responsibilities with due regard to the Council's policy, organisation and arrangements for Health and Safety at Work.

	25. 
	All staff within the School will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Children’s Services.  Any changes arising will take account of salary and status.  They will also be subject to discussion with individuals or sections affected and with appropriate trades unions.
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