The Bourne Academy Job Description
Title of Post: Facilities Supervisor
Salary: BG07 Grade 7 (£25,453-£29,055)
Hours: 37 hours per week
Disclosure Level: Enhanced

Accountable to: Principal
Line Managed by: Business Director
Line Management Responsibility: Facilities Assistants, Housekeeper and Lettings supervisors
The postholder may be required to work on a shift basis periodically.
Main Purpose:  To work closely with the Business Director on all matters relating to the maintenance of the buildings and grounds, ensuring high standards are maintained and health and safety is given due regard  and aspire to raising standards within the Academy. 
The Bourne Academy is a busy place of learning and work and therefore the ability to organise and prioritise tasks is a key requirement.  You must also enjoy working with young people and be prepared to model the ethos of the Academy.
Key Accountabilities:
	Responsibilities

	· Responsible for the security of the premises and to act as No 1 Key Holder, on call for all emergencies (overtime will be paid on these occasions)
· Have an overview of the Academy buildings and environment and be able to assist with advice when building projects are taking place
· With the Business Director, have oversight of Health & Safety procedures including Fire Safety, attending termly H&S meetings and contributing to the updating of the H&S Policy
· Help ensure that the Academy makes best use of its physical resources, including being responsible for ensuring that energy is used efficiently within the Academy
· Supervise the Facilities Assistants

	Main Duties and General Responsibilities

	· Keep under constant review the appearance and state of repair of classrooms, offices, buildings and grounds
· Ensure that grounds are maintained to a high standard and kept clean and free of litter
· Liaise with surveyors and ensure all repair work within their sphere of responsibility is undertaken and make arrangements for emergency work to be carried out, in consultation with the Business Director
· Record all small maintenance jobs that need to be done, including painting, locks, joinery, simple plumbing, gas work and electrical testing of appliances, determine when these jobs need to be done and undertake these within the time and capabilities of yourself or the Facilities / Lettings Assistants, mapping a programme of work for school holiday periods in consultation with the Business Director
· Make immediate arrangements for emergency repair work that is the direct responsibility of the Academy (such as “broken windows”) in consultation with the Business Director
· Ensure that all equipment is properly serviced and safe to use (i.e. ladders, vacuum cleaners and power tools) and kept in the properly delegated place avoiding clutter in corridors or any other public area
· Keep a record of all cleaning materials and consumable items used for the cleanliness of the Academy and ensure that the storage complies with health and safety regulations
· Contribute to maintain an assets register
· Ensure that the facilities management inventories and logs, including fire log, are all kept up to date and meet statutory requirements
· Ensure that a comprehensive programme of yearly, termly and weekly jobs is kept for the whole Academy; and that each member of the site team has a programme of jobs to undertake daily, weekly and monthly
· Order on a periodic basis all the necessary cleaning materials, hand towels and other items, etc to support the Academy in its daily activities
· Undertake any routine mopping and sweeping jobs which are required to maintain a high standard within the Academy
· Ensure that all of the offices that are not part of the cleaning contract are thoroughly cleaned on a daily basis
· Undertake routine caretaking jobs and porterage duties as required, such as assisting suppliers when goods are delivered and ensuring that they are delivered to the appropriate office/dept
· Lay out and stack chairs and tables as required for assemblies, meetings and examinations, liaising with appropriate staff for this purpose
· Respond to emergency situations within the Academy such as a broken window or flooded toilets.  Monitor toilets during the day

· Have an awareness of the plans and programme when building projects are taking place, and to be available to offer advice to contractors whilst on site

· Liaise with PE staff and grounds maintenance contractors to ensure that maintenance is done to specification with regards to marking of fields and maintenance

· Ensure the Sports Hall is kept clean and tidy to a high standard, that all repair maintenance requirements within your capability are carried out

· Control the heating systems within the Academy and program these to provide efficient heating without waste

· Map out the location of all service points (electricity, gas and water) and advise service engineers accordingly.  Be able to activate in an emergency

· Report daily to the Business Director to advise on “out of hour” incidents or other situations, and current state of the Academy fabric

· Carry out monthly checks of all fire appliances and plugs in accordance with a planned programme over a period of 3 years and keep appropriate records

· Ensure that the Academy minibus is checked over on a weekly basis and is serviceable, i.e. water, tyres, oil and battery

· Ensure that all doors and windows are securely fastened and that the security alarm is set at the end of the day.  That all keys are accounted for and are secured in appropriate key lockers.

· Instruct Facilities and Lettings Assistants in the correct use of the intruder alarms, heating boilers, fire alarm panels and procedures associated with that equipment

· Liaise with Lettings Officer regarding all external bookings/roomings out of hours – ensuring that staffing and delivery of lettings bookings fulfils all requirements
· Liaise with Marketing/Comms Officer regarding all events on site – planning, roomings, equipment required
· The Facilities Supervisor is Budget Holder for certain budgets (repairs & maintenance, furniture, energy, Health & Safety, Catering and Cleaning) and must take necessary actions to ensure the financial management of these budgets.
· Be the Academy’s Health & Safety Officer and know about the main Health & Safety issues specific to the Academy and how they relate to students, staff, visitors and contractors. To know about risk assessment tools and how to use them to establish hazards and associated risk involvement, in line with the Academy’s Risk Management Strategy and Risk Management Plan, so that the Academy’s Risk Register is relevant and proactively reviewed.
· Be the Academy’s Fire Safety Lead Officer. Responsible for the installation and maintenance of equipment for protection against fire and escape to fire.  Maintain the Fire Log Book detailing all fire related events e.g. equipment maintenance, fire drills, inspections etc
· To coordinate the process of community service 
· Any other duties from time to time in support of the establishment, commensurate with the level of responsibility of the post

	Safeguarding
	· Undertake regular safeguarding training as required

· Liaise with appropriate bodies re safeguarding requirements 

	General Responsibilities

	· Help to develop and sustain two-way dialogue with staff and the Leadership Team about staff welfare

· Liaise with all members of the Academy
· Attend meetings as and when required
· Undertake relevant training as required to support the functions of the post and to enhance personal development 
· Undertake any other duty as specified by the Principal


This job description is not necessarily a comprehensive definition of the post. It will be reviewed at least once each year and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of its people.  If you have any query about your own personal development, please speak to your line manager.
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