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Dear Colleague,

Thank you for requesting information regarding the post of Site Manager at Chelsea Academy. The Academy provides the opportunity to work in a genuinely brand new and long-awaited 11-19 school, which has both a local community focus and a distinctive Christian ethos and is in located in one of the most vibrant parts of London. The successful candidate will join a dynamic, enthusiastic and highly-skilled team of staff in a school committed to collaborative working and high aspirations. This is a hugely exciting and rewarding opportunity.

Sponsored by the Royal Borough and the London Diocesan Board for Schools, Chelsea Academy opened in September 2009 to 162 Year 7 students, in temporary accommodation, and some 750 applicants have been received for Year 7 places for September 2010.  It will grow incrementally to a total of 1,060 students, including a Sixth Form of 250 that will open in 2011. From September 2010 we will be accommodated in £40m+ state-of-the-art buildings close to Chelsea’s famous King’s Road.

Chelsea Academy combines traditional values and high standards with an innovative approach to learning and teaching and a strong commitment to student leadership and the co-construction of learning and teaching. The Academy’s first specialism is the sciences. Visitors to the Academy have consistently commented on the high standards of behaviour, enthusiasm for learning and confidence of our students.

The Academy is seeking to appoint staff with personal qualities and skills of the highest order, to help ensure that this is a truly outstanding school from the outset. The Site Manager will ensure that high standards are realised with regard to the physical organisation, safety and security, and maintenance of the entire Academy environment.  

The deadline for applications is 12.00 noon on Friday 19th March 2010 and interviews are expected to take place on Thursday 25th March 2010. It will assist the short-listing process if applicants can respond directly to the candidate specification in their supporting statements. We are very happy to discuss any queries with potential applicants personally. The most efficient way to contact the Academy is on 0207 376 3019 or by email to melanie.kirkcaldy@chelsea-academy.org
I very much look forward to receiving your application.

Yours faithfully

Andy Yarrow

Principal

CHELSEA ACADEMY SITE MANAGER

Pay

Scale 4/5 £20,460 - £24,819 depending on experience.
Working hours

· Hours of work will be a 40 hour working week, working within an internal departmental Roster system and will involve some week-end working.
Organisational relationships
· The Site Manager is accountable in the first instance to the Facilities Manager, and to the Finance Director in their absence.
· The Site Manager is responsible for the management and supervision of all cleaning staff employed at the Academy and for organising their duties.
· The Site Manager will liaise with the cleaning contractors as required.
Initial Job Description

Principal functions attached to this post:

The Site Manager will ensure that high standards are realised with regard to the physical organisation, safety and security, and maintenance of the entire Academy environment.  This will involve:

· Being accountable for the general maintenance and upkeep of the Academy buildings and co-ordinating repair work and building development work in liaison with the Facilities Manager.

· Working closely with the Assistant Site Manager and/or contract site staff and taking an overview of their work.
· Taking responsibility for the security of the Academy environment.
· Assisting the Facilities Manager and the local Health and Safety Officer in the responsibilities that pertain to this position.
Main duties corresponding to these functions:

Building Maintenance

The Site Manager will be responsible for the maintenance and general upkeep of all aspects of the interior and exterior Academy environment.  Duties will involve carrying out various maintenance tasks to ensure that the premises are maintained to a high standard.  These may include:

· Assessing for minor work or repairs required to be carried out to maintain safe and satisfactory conditions and report these via the Facilities Manager.
· Repairing, replacing and maintaining fixtures, fittings, locks, door hinges etc. as required.
· Carrying out minor plumbing maintenance and repair work.
· Carrying out minor improvement work, such as erecting shelves, notice boards, display boards, bookshelves etc. as agreed with the Facilities Manager.
· Removing any graffiti that appears within the Academy environment.

· Ensuring that either directly or through negotiation with contractors, urgent minor repairs to the Academy building are undertaken.
· Making appropriate arrangements for dealing with emergencies which occur outside normal hours.
· Operating a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds.

· Assisting the Facilities Manager with obtaining quotations for major works as directed by the Governing Body.

· Monitoring site-related contracts in conjunction with the Facilities Manager and the Finance Director.
· Operating a system of directions and signs throughout the premises.
· Assisting the Facilities Manager in organising fire drills and procedures and arranging for fire alarms to be tested.  Maintaining appropriate records. 

· Advising on matters relating to energy control and conservation and monitoring water, energy and fuel consumption.
· Recommending to the Facilities Manager programmes of site and/or buildings improvement

· Liaising with the Facilities Manager on budget monitoring regarding maintenance and repairs. 

· Checking the Inland Revenue certification of all contractors who work at the Academy.
· Maintaining the Facilities departmental Roster system.
Caretaking and Cleaning

· Ensuring that satisfactory levels of cleanliness and hygiene are maintained with regard to buildings, playgrounds, gullies, car parks and gardens, and to undertake cleaning duties as necessary. 

· Assisting the Facilities Manager with the interviewing, selection and appointment of cleaning staff (if required).
· Ensuring that there is adequate supervision of cleaning staff and that staff are redeployed as necessary to meet the requirements of the Academy.
· Ensuring the maintenance of a satisfactory caretaking service at all times especially when the Academy is in use.
· Ensuring that the pathways and other external surface areas are kept free of litter and weeds and that they are gritted or salted when required during wintry conditions.  

· Participating in the movement of furniture and equipment within the premises.
· Supervising orders and ensuring there are adequate stocks of fuel, caretaking and cleaning supplies, plant spares, and to ensure maintenance of suitable records relating to these items.
· Ensuring the responsible operation, care and maintenance of all equipment and tools associated with caretaking and cleaning and to ensure that proper safety standards and requirements are applied.
· Ensuring in liaison with the Facilities Manager that all staff under the Site Manager’s control are instructed in Health and Safety at Work matters.
· Supervising job contractors on the Academy premises, securing satisfactory completion of all work.
· Assisting the Facilities Manager to check and control, inspect and issue Permits to work.

· Ensuring that ALL contractors on site have carried out adequate Risk Assessments and Method Statements. 

Security
· Ensuring adequate security of the buildings and premises at all times and to comply with any special security requirements as laid down from time to time by the Facilities Manager.  
· Maintaining securely a full set of Academy keys.
· Maintaining a comprehensive Key Register and logs of Keys Issued.
· Recommending to the Facilities manager any suitable and appropriate improvements to the security of the premises and to report any breaches of security.
· Ensuring that the Academy’s Intruder alarm system is functioning properly, consulting with the security company if necessary.
Health and Safety

· All employees are required to comply with the responsibilities placed on them under the Health and Safety at Work Act 1974 and to ensure that the performance of the duties described in this Job Description that the Magistrates’ Courts Committee complies with the duties placed on employees under the Act.

· Advising the Facilities Manager on issues relating to Health and Safety matters and to be alert to potential hazards within the Academy environment.
· Ensuring that all relevant Health and Safety rules and regulations are complied with by all staff under the Site Manager’s control.
· Conducting monthly checks of the Academy premises with the Facilities Manager and maintaining a comprehensive Health and Safety File.
· Reporting to the Facilities Manager any contravention of Health and Safety Regulations by contractors working on site that could be detrimental to the health, safety and well-being of students, staff and visitors.
· Liaising with members of the Local Authority on matters of Health and Safety.
· Updating the Academy’s current Health and Safety Policy in conjunction with the Facilities Manager and the Health and Safety Committee.
· Regularly check the Academy’s smoke alarms and replace batteries as required.
· Assisting the Facilities Manager carry out full Health amd Safety, Environmental Audits.
EXTENDED SCHOOLS Programmes

· In the event of any lettings, liaising with the Facilities Manager and administration team to assist in the preparation of the premises for Academy events and meetings.
· Liaising with the Academy meals service contractors in relation to their use of the site and provision of their service.
· Ensuring adequate staffing levels are maintained during extended Academy hours. 

Gardens and Grounds Maintenance

· Maintaining the Academy pond by removing weed from it on a weekly basis during the summer months and every 4th week at other times of the year.
· Liaising with the Science Curriculum Leader concerning the upkeep of the environment garden and to conduct routine maintenance work to ensure appropriate use for science activities.
General

· Maintaining all relevant logs (such as the School Stock Book and Asset Register) to enable the administrative team to maintain an Equipment Register and as required by the Facilities Manager and/or the Finance Director.
· Attending meetings, training courses, study days and Fire Marshal training as directed by the Finance Director.
· Liaising with the Finance Director and instigate new systems and methods of working when required.
· Undertaking other such duties appropriate to the post as may from time to time be required to ensure the smooth and efficient running of the Academy.
· Providing regular updates to the Committees of the Academy’s Governing Body on works in progress or those completed.
· Participating in weekend and Bank Holiday emergency call-out arrangements.
· Undertaking meter readings/temperatures reports.
· Assisting the Facilities Manager maintain the maintenance records for the road worthiness of the Academy Mini Bus and or any other Academy Vehicles.
Person Specification

Successful candidates are likely to be able to give evidence in support of all or most of the following:

Professional Skills and Experience

1. A minimum of two years experience in a similar role.

2. Demonstrate an understanding of Mechanical and Engineering.

3. Experience of managing a team.

4. Basic DIY craftsmanship skills involving the ability to make, maintain and mend aspects of the interior and exterior Academy environment.

5. A clear working knowledge of Health and Safety at Work & Environmental legislation and the importance of maintaining high standards of health and safety on the Academy premises.
6. An understanding of the importance of keeping the Academy environment looking as attractive and as well-maintained as it can possibly be at all times and a willingness to assist all other people who spend time on the Academy premises to do likewise.
7. Good organisational skills and the ability to prioritise tasks, dealing with them one at a time according to their importance.

8. The ability to maintain a premises budget.

9. A commitment to supporting the Facilities Manager in improving the use of space within and outside the Academy building.

10. Possess ICT skills commensurate with the position.

11. Reliability and the motivation to sometimes deal with issues outside normal working hours (receiving time off in lieu on these occasions).

12. The ability to maintain logs related to the Academy building.

13. An ability to work independently and reliably carry out the functions described on the job description with minimal supervision.

14. An interest in undertaking further professional training related to this position.

People, Relationships and Communication

1. Be committed to maintaining a distinctive and inclusive Christian ethos in the Academy.

2. Be able to relate to all students and staff in a positive and constructive way.

3. Be part of a whole Academy team which seeks and develops a variety opportunities to support and work with students. 

4. Have qualities which earn the trust and respect of students, staff, parents and governors.

5. Possess the inspiration to motivate and lead staff as a team and the ability to build on the strengths and expertise of individuals.

6. Possess integrity, optimism, credibility, resilience, calmness and a sense of proportion.

7. Possess good written and verbal communication skills.

8. Be able to build constructive working relationships with local Academy and colleges, employers and the local authority.

9. Appreciate the balance between academic and social development of young people, needed to create an outstanding Academy.

The Academy is a new school that will not reach student capacity for five years. As such, we expect staffing to change significantly during this period and we will require a high degree of flexibility from all staff as duties may be varied as the Academy grows in line with the student and staffing numbers.

Chelsea Academy is committed to safeguarding and promoting the welfare of children and young people. The successful candidate must be able to satisfy an enhanced police/Security Criminal Records Bureau check (CRB).


