
[image: O:\Staff\Pupil Services\PROFORMAS\Logos\New Logo - to be used from September\Newfield Logo_Clear Background.png]        	   

Job Profile
	Job Title           Site Supervisor

Job Role              Buildings and Facilities 
  	
Level of Duties   Level 3 

Grade                  Grade D 
    

	Job Purpose


	1. Under the direction of senior staff: To be responsible for all aspects of premises management including security, cleaning and maintenance of the school, ensuring that all Health and Safety regulations are adhered to.

2.  To supervise staff as instructed/appropriate and liaise with appropriate staff, agencies, service providers and contractors.

3. To deputise as required for the Premises and Compliance Manager.

	Responsibilities


	1. Ensure that all areas of the school are prepared for relevant use.

2. Responsible for the security of the school building and the school site and maintenance of equipment.

3. Receive deliveries to the school and ensure distribution.

4. Be aware of and comply with policies and procedures relating to Health & Safety and security, confidentiality, reporting all concerns to an appropriate person.

5. Ensure that all Health & Safety policies are adhered to, for self and others

6. That all equipment is used in a safe manner, and any faults/incidents are reported to the appropriate member of staff.

7. Liaison with and supervision of agencies, contractors and service providers on site. 

8. Monitor cleaning operations and ensure that contract standards are achieved.

9. Ensure orderly and secure storage of cleaning equipment at all times.

10. Responsible for the provision and ordering of stock and equipment.

11. Responsible for maintenance and general up keep of the whole building and site.

12. To work as part of a team and support the role of others at all times contributing to the overall work and ethos of the school.

13. To undertake personal development through training and other learning activities including performance management, as required.

14. Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.



	
















Person Specification
Site Supervisor

	Personal Attributes required
(on the basis of the job description)
	Essential 
Or
Desirable 
	To be identified by:
e.g. application form, interview, reference etc.

	
Qualifications and Professional Development

	
	

	Full Driving Licence 
Full Driving Licence including part D1 (category to legally drive a minibus on the public highway)
Health and safety qualification e.g. i.e. CITB/CoSHH
Site management qualification
Pool Plant operators certificate or similar
Minibus Driver Awareness Scheme (MiDAS) Certificate
Undertaken training in Moving and Handling
Undertaken training in CoSHH
Undertaken training in risk assessments
Undertaken training in working at height
	E
D

D
D
D
D
D
D
D
D
	AF/Licence
AF

AF
AF
AF
AF
AF
AF
AF
AF

	
	
	

	
Experience
Experience of supervising staff/contractors/agencies	
Experience of undertaking manual tasks	
Site supervision experience 
Site supervision experience in an educational establishment	
Experience of security-related duties	
	

E
E
E
D

D
	

AF/I/R
AF/I/R
AF/I/R
AF/I/R

AF/I/R

	

Knowledge/skills/abilities
Ability to work as part of a team
Good communication skills
Flexible attitude to work
Ability to work in an organised and methodical way
Good literacy and numeracy skills
Problem solving
Good ICT skills
	

E
E
E
E
E
E
E
	

AF/I/R
AF/I
AF/I
AF/I
AF/I
AF/I
AF/I

	Knowledge/skills/abilities cont.
Excellent attention to detail
General Building Maintenance Skills including ability to use power tools and relevant equipment
Ability to use power tools and relevant equipment 
Ability to supervise agencies and contractors 
Time management skills
Ability to manage own workload and prioritise effectively
Awareness of Health and Safety issues and fire prevention e.g. moving and handling, CoSHH, risk assessments, working at height
Positive approach to customer care and service delivery
IT Skills
Commitment to undertaking relevant professional development
CoSHH, risk assessments and hazards awareness
Works well as part of a team
	
E
E

E
E
E
E

E
E

E
E
D
E
	
AF/I
AF/I

AF/I
AF/I
AF/I
AF/I

AF/I
AF/I

AF/I
AF/I
AF/I
AF/I

	Personal Qualities and Competencies
Flexible approach to work to meet the needs of  the school
Works well as part of a team and displays a co-operative approach with colleagues across school, agencies, contractors and service providers
Understands the importance of good customer service
Compassionate and patient with others
Willingness to undertake MIDAS training
Resilient under pressure
Motivated to work alone and use initiative
Commitment to safeguarding and promoting the welfare of children and young people
	
E

E


E
E

E
E
E
E
	
AF/I

AF/I


AF/I
AF/I

AF/I
AF/I
AF/I
AF/I



‘Newfield School is committed to safeguarding and protecting the welfare of children and vulnerable adults as it’s number one priority.  This commitment to robust recruitment, selection and induction procedure is shared by all staff and volunteers of Newfield School.’
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