METROPOLITAN BOROUGH OF SEFTON
Department of Investment and Employment
Community Learning Service
Job Title: 	Site Co-ordinator
Place of Work:	Cambridge Road, Seaforth (base)
Responsible to:	Community Learning Manager
Responsible for:	Caretaker P/T
[bookmark: _GoBack]Grade:		F 

JOB PURPOSE

Under the direction of the Employment & Learning Appointed Agent, and in accordance with the practices and procedures of the Local Authority, the Site Co-ordinator will be responsible for the co-ordination of Contractors with regard to the activities of the various departments who are located within Service premises. To keep records of work, contractors and compliance with all relevant regulations which apply. The post-holder will take responsibility for the security of premises and their contents (including the operation of fire and burglar alarms and key holder responsibilities; including maintenance and operation of plant); porterage and handyperson duties, the health and safety of learners and staff and any other duties arising from the use of the Employment & Learning premises commensurate with this job role.


MAIN DUTIES:

1. Co-ordination of Contractors and management of premises :

(a) Managing the premises condition and safety to ensure the delivery of     
                   learning  is operational and safe.
(b)	To manage and co-ordinate the attendance of contractors as to minimize the disruption to the various services who use the premises.
(c)	Checking and recording agreed maintenance and repairs work, liaising with relevant Council departments to minimise disruption.
(d)	Ensuring statutory testing is completed to expected standards  and recorded and any remedial work undertaken to ensure the building and services are compliant with legislation.
(e)	To manage budgets  allocated for repairs and maintenance works
(f)	To source quotes and materials for the completion of maintenance/ repairs  work following Council procurement protocols.
(g)	Ensuring appropriate risk assessments have been completed for the building including risks associated with maintenance.
(h)	Liaising with other Council officials to secure and arrange leasing of rooms.
(i)	Co-ordinating builder user groups to ensure that all building users are up to date with Normal Operating and Emergency Operating Procedures
(j)	To develop and review and update NOP & EOP annually
(k)	To Co-ordinate Fire Marshal and First Aid at Work personnel and equipment for the building.
(l)	To line manage Caretaker staff and co-ordinate annual leave rosters to ensure that the building is operational


2. Security of Premises and their contents and Health & Safety:

(a) Carrying out, recording and recording health and safety and security
                  checks for the building and grounds.
(b) To take appropriate remedial action when hazards are identified to minimise risk to make it safe for building users.
(c) Walking around the building checking that premises have not been 
disturbed.
(d) Checking and securing windows and internal doors.
(e) Switching on/off and testing of appropriate alarm systems, ensuring an
	up to date log is maintained of such tests.
(f) Checking fire-fighting equipment is in place reporting absence, faults, to
	fire doors, fire glass, extinguishers and other firefighting equipment	.
(g) Locking/unlocking school gates and external entrance doors at the 	appropriate times to prevent trespass onto premises or grounds.
(h) Attending call outs and boarding up premises and report such call-outs to 	Children’s Services Appointed Agent.
(i) Ensuring unauthorised parking of vehicles does not occur.
Carrying out recognised procedures in the event of fire, flood, breaking   and entering, accident or major damage.
(j) Providing access to the building in the event of emergency situations.
Dealing with enquiries from Building Users, officers and employees of the authority:  workmen, contractors and members of the public.
(k) Acting as a contact person with operatives on the premises.
(l) Distribution of Royal Mail

2. Lighting and Heating of Premises:

         (a)	Switching lights and electrical appliances on/off as required.
         (b)	Checking and replacing electric light bulbs or tubes which are in a position 	where safe access is available.
          (c)	Operating the heating plant so that the required temperatures are 	maintained on the premises, and that an adequate supply of hot water is 	available.
(d)	Carrying out frost prevention procedures on own initiative.
(e)	Carrying out routine inspection and maintenance of boilers e.g. pumps, 	flooding, etc. 
(f)	Ensuring that adequate supplies of fuel are maintained at all times, by            reporting any shortages.
(g)	Attending to manual overrides.
(h)		Monitoring economy in the use of supply services, e.g. taking 
		meter readings as required.


4.	Cleaning of Premises:

(a) Ensuring that boiler houses are safe, clean and tidy.
(b) Ensuring that the premises (inside and outside the building) and                
    furnishings are cleaned in accordance with the School’s contracted       
    standards and 	methods.
(c) To undertake emergency cleaning as required.
(d) Toilets to be visited at various times of the day to see that cisterns and 	automatic flushes are in working order and to lay down disinfectant 
                   where 	necessary.
(e) Reporting shortages of soap, toilet rolls, paper towels and any other associated 	consumable items, replenishing these as required and making these 	available to cleaning staff.
(f) Walking around play areas and drives daily, picking up paper and litter, 
                              etc. 	from all areas including paths and flowerbeds.
(g) Sweeping excess dirt/litter from hard surfaces and clearing leaves in the 	autumn period.  
(h) Ensuring that dustbin points are clean and clear, emptying litter bins 
outside the centre daily and keeping bins clean.  Storing bins in secure area each evening and distributing bins to locations as required each day.
(i) Reporting shortages in the available rock salt.
(j) To rock salt major paths, drives and steps in frost weather.
(k) Ensure that all drains, gullies and grids are kept free flowing and clean 	including cleaning blockages.


5.	              Porterage and Handyperson Duties including:
(a) 	Taking delivery of stores, materials and other goods received by the 
		         school.
(b) 	Receiving stores and delivering to designated areas.
(c)		Carrying out minor repairs or DIY jobs where a tradesman is not         
                   required, i.e. repair and make good defective fixtures and fittings, small                         
                   scale painting 	tasks, cleaning of accessible gutters, rain water and      
                   waste pipes.
     (d)    Reporting items of defect in building structure or equipment.
     (e) 	 Attending to movement of furniture/equipment as may be required for
	classes, examinations, meetings, parent evenings, lettings, etc.




Terms & Conditions

Working: 36 hours per week (all administration staff will be expected to fulfil occasional evening work in line with the opening times of the centre within the 36 hour working week.)

The Authority has approved a policy on Equal Opportunities in employment and copies are freely available to all employees.

All staff are responsible for the implementation of the Health & Safety Policy so far as it affects them, their colleagues and others who may be affected by their work. The post holder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure that appropriate improvements are made where necessary.

The post is registered as exempt from the Rehabilitation of Offenders Act 1974 in accordance with the Police Act; 

This post may require evening or weekend working.

A Casual User Car Allowance is applicable.

This job description is a representative document. Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.

Prepared by:

Name: Andy Clayton
Designation:  Community Learning Manager
Date: June 2019































SEFTON MBC PERSON SPECIFICATION
Title of Post:	Caretaker /Site Manager			Post No:
Department:	Employment & Learning	
	
Personal Attributes Required

	Essential (E) 
Desirable (D)
	Method of Assessment 

	Qualifications/Training
	
	

		1. Literacy & numeracy & IT Skills at Level 2 or equivalent
2. Level 3 Facility Operations qualification or equivalent
3. NEBOSH or equivalent qualification 




	E
E
D
	A/Certificate
A/I

	Knowledge & Experience
	
	

	1. Experience of caretaking or premises management, building cleaning or building management 
2. Use of general cleaning equipment 
3. Experience of using DIY skills 
4. Experience of taking responsibility for the security of a building 
5. Knowledge of security systems
6. Experience of completing risk assessments
7. Experience of managing budgets

	E

D
D
E

D
E
E
	A/I

A/I
A/I
A/I

A
A
A

	
	
	

		Skills
 
1. To be able to carry out general repairs without guidance 
2. Ability to lift and carry items 
3. Ability to follow and comply with instructions on equipment and/or materials usage 
4. Willingness to work as part of a team 
5. Ability to work to deadlines 
6. Ability to manage own work effectively 
7. Able to use own initiative 
8. Ability to carry out health and safety checks and maintain relevant records 
9. Ability to keep accurate records of assessments and remedial work completed
10. Good communication skills 





	

D
E
E

D
D
D
D
E


E

D
	

A
A/I
A/I

I
A/I
A/I
A/I
A/I


A/I

	Other 
	 
1. Willing to work outside of normal hours if required (overtime is payable) 
2. Willing to undertake relevant training 
3.  Maintain confidentiality
4. Are committed to the safeguarding of learners




	

E

D
D
E
	

A/I

A/I
A/I
A/I



Prepared by:
Name:			Andy Clayton
Designation:		Service Manager Community Learning
Date:				October 2016

FORM JA1 – JOB ANALYSIS : ASSESSMENT OF DEMANDS ON INDIVIDUALS

	

Job :
	

Caretaker / Manager
	
Name of postholder (where known/applicable):
	



	

Dept./Service:
	

Inward Investment & Employment
	
Location/
address :
	

Cambridge Rd Education Centre
53 Cambridge Road

	
Form completed by
 (name & position):
	

Andy Clayton
 Sefton community Learning Manager
	
Date:
	

06/02/2017




	
Significant Demands Associated with the Job
	Insignificant/
Not applicable
	
Indicative Level of Significance 
 Low			              High

	
	
	1
	2
	3
	4
	5

	A - PHYSICAL REQUIREMENTS:
	
	
	
	
	
	

	1 - Exertion (other than lifting) - specify; potential during site work
	
	
	
	
	*
	

	2 - Lifting – *HSE guideline maximums
	
	
	
	
	*
	

	3 - Repetitive movements – specify (upper limb, lower limb, etc):


	
	
	
	*
	
	

	4 - Prolonged sitting, standing or static posture
	
	*
	
	
	
	

	5 - Bending, stooping, twisting or stretching
	
	
	*
	
	
	

	6 - Climbing stairs
	
	
	
	
	*
	

	7 - Use of ladders, scaffolding, other equipment or tasks requiring good 
     balance
	
	
	
	*
	
	

	8 - Use of respiratory protective equipment
	*
	
	
	
	
	

	9 - Precise hand co-ordination/dexterity
	*
	
	
	
	
	

	B - SENSORY REQUIREMENTS:
	
	
	
	
	
	

	1 - Sensory work with colours/requirements to distinguish perception of fine visual detail/good visual performance
	*
	
	
	
	
	

	2 - Auditory performance (hearing)
	*
	
	
	
	
	

	C - CONTACT/EXPOSURES:
	
	
	
	
	
	

	1 - Exposure to high noise levels – *1st Action Level, + 2nd Action Level or Peak Action Level
	*
	
	
	
	
	

	2 - Contact with body fluids
	
	*
	
	
	
	

	3 – Contact with food/drink
	*
	
	
	
	
	

	4 – Contact with animals
	*
	
	
	
	
	

	5 - Contact with potentially infectious micro-organisms - specify;  potential exposures during site work and from visiting clients
	
	
	*
	
	
	

	6 - Exposure to hazardous substances, including sensitisers - specify the substance(s) and whether exposure is via inhalation, ingestion or skin contact; potential exposures during site work

* Occupational Exposure Standard (OES)
+ Maximum Exposure Limit (MEL)
	
	
	*
	
	
	

	7 - Contact with vibrating surfaces/equipment
	*
	
	
	
	
	

	
Significant Demands Associated with the Job
	Insignificant/
Not applicable
	
Indicative Level of Significance 
 Low			              High

	
	
	1
	2
	3
	4
	5

	D - PHYSICAL CONDITIONS:
	
	
	
	
	
	

	1 - Work at height (above 2 metres)
	
	
	
	*
	
	

	2 - Work below ground
	*
	
	
	
	
	

	3 - Work under high/low air pressures
	*
	
	
	
	
	

	4 - Adverse weather/temperatures
	
	*
	
	
	
	

	5 - Work in confined spaces
	*
	
	
	
	
	

	6 – Lone working (see also F7, overpage) 
	
	
	
	*
	
	

	E – EQUIPMENT: 
	
	
	
	
	
	

	1 - Driving – specify (car, PCV, HGV, motorcycle, other);         
	*
	
	
	
	
	

	2 - Use of mechanical equipment
	
	
	
	*
	
	

	3 - Use of visual display equipment (see Sefton’s criteria for classification of display screen users)
	
	*
	
	
	
	

	F - NON-PHYSICAL DEMANDS:
	
	
	
	
	
	

	1 - Managerial responsibilities (accountabilities/planning)
	
	
	
	*
	
	

	2 - Decision making
	
	
	
	*
	
	

	3 - Responsibility for resources – specify; 
	
	*
	
	
	
	

	4 - Work under pressures of time/service delivery
	
	
	
	
	*
	

	5 – Nightwork
	
	*
	
	
	
	

	6 - On call/irregular/unpredictable hours/shift work/
	
	
	
	*
	
	

	7 – Lone working (psychological demands & lack of immediate support)
	
	
	
	
	*
	

	8 – Limited management and/or organisational support
	
	
	*
	
	
	

	9 – Limited professional support from colleagues and peers
	
	
	*
	
	
	

	10 – Deep concentration and/or concentration for long periods of time
	
	*
	
	
	
	

	11 - Contact with client/customer group
	
	
	
	*
	
	

	12 - Responsibility for people: specify (staff, clients, customers etc); 
	
	
	
	
	*
	

	13 - Contact with potentially abusive/violent clients or others
	
	
	
	
	*
	

	14 – Exposure to emotionally or psychologically demanding situations
	*
	
	
	
	
	

	15 - Work with limited/restricted resources
	*
	
	
	
	
	

	16 - Potential for poor results given the level of effort/hope/input
	*
	
	
	
	
	

	17 – Inappropriate working conditions/environment given the nature of tasks e.g. noise, temperature, lighting, distractions, etc.
	*
	
	
	
	
	

	18 – Limited control over pace of work, work patterns, working
        conditions, rest breaks and interruptions
	*
	
	
	
	
	

	19 - Specialist knowledge/skills
	
	
	
	*
	
	

	20 – Need to undertake new or other tasks that may potentially be  outside existing competencies
	*
	
	
	
	
	

	21 - Mundane or routine tasks
	
	
	*
	
	
	

	22 – Limited scope for development and use of initiative
	
	*
	
	
	
	

	23 – Potential for lack of clarity over own job role, conflicting demands and expectations, poor understanding of job role by others
	*
	
	
	
	
	

	24 – Potential for change in job role, reporting lines, team structures, job demands, etc
	*
	
	
	
	
	

	25 – It is not realistic to assess the potential for inappropriate interpersonal behaviours or the management styles of individuals using this format.  However, there are expectations:

For behaviours to be supportive (both generally and in response to  individual needs), to avoid conflict and to promote fairness.
That anyone with genuine reason to believe that inappropriate behaviours may be occurring can report them without fear of detriment (note that malicious reporting would itself be treated as inappropriate behaviour).
That reports can be made through an appropriate route given the nature of the concerns (e.g. it is not necessary to always use line management channels).
That appropriate investigations will be undertaken as soon as there is reason to believe that inappropriate behaviours have occurred, or are occurring, and that these investigations will culminate in appropriate remedial actions without delay. 

	
Significant Demands Associated with the Job
	Insignificant/
Not applicable
	
Indicative Level of Significance 
 Low			              High

	
	
	1
	2
	3
	4
	5

	G – OTHER (include any demands that are peculiar to the job): 

	
	
	
	
	
	

	1 – Security of individual areas, 
	
	
	
	*
	
	

	2 – Setting up of areas for courses etc.
	
	
	
	*
	
	

	3 – Litter picking of whole site to include all gullies
	
	*
	
	
	
	

	4 – Emergency cleaning, i.e. floods
	
	
	*
	
	
	

	5 -  Attending call outs, break-ins, faulty alarms
	
	*
	
	
	
	

	6 -  Managing on site contractors
	
	
	
	
	*
	




