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JOB DESCRIPTION
POST:	Maintenance and Projects Coordinator 
JOB FAMILY:	Site Management
HOURS:                               37 hours per week. 52 weeks per year
GRADE:	Grade 5 – Below the bar
SALARY:                              £33,673 - £37,563                                        
LINE MANAGER: 	Director of Operations
JOB PURPOSE:	To support the Director of Operations and Principal by taking a proactive and comprehensive role in ensuring that academy buildings, facilities and site services are maintained and operated to agreed standards. The post holder will coordinate and undertake maintenance and refurbishment programmes to provide a high-quality, safe, clean and effective teaching and learning environment for students and staff.
LEVEL DESCRIPTION
The post holder will have a proactive and comprehensive role in ensuring that the buildings, facilities, site services and lettings programmes are maintained and operated to agreed standards under the direction of the Principal and Director of Operations.
All duties are carried out within established procedures, policies and guidelines.
The post holder will frequently act as a primary point of contact for contractors, visitors and hirers and will be expected to promote and uphold the professional image and reputation of the school.
The role requires the ability to interpret information, assess situations, prioritise workload and resolve a variety of operational issues using sound judgement and initiative.
The post holder will contribute to the strategic development, maintenance and improvement of the premises, ensuring that site maintenance, refurbishment works and building projects are delivered efficiently, safely and cost-effectively.
The post holder may be required to work flexible hours, including occasional shift patterns, to meet the operational needs of the school.


Duties and responsibilities:- 
Security
· Ensure that all practices and procedures relating to the security and safe use of premises are implemented and complied with.
· Take a proactive role in identifying, recommending and implementing improvements to site security in liaison with the Director of Operations.
· Whilst the postholder will not be part of the on-call rota, they may be required to attend site when necessary in response to emergencies, security incidents, alarm activations, or other urgent situations.

Premises Management
· Coordinate building and site maintenance across the School, including seasonal roof inspections, general repairs, painting and decorating, and more specialised maintenance activities, with the aim of maintaining high standards and reducing reliance on external contractors where appropriate.
· In conjunction with the Director of Operations and Principals, prioritise, coordinate and undertake programmes of minor works across the school, taking account of operational priorities, health and safety requirements, regulatory compliance and budget considerations.
· Carry out practical maintenance tasks and refurbishment projects as authorised by the Director of Operations or Principal.
· Maintain accurate and up-to-date schedules, records and project plans for all maintenance, refurbishment and improvement works, ensuring effective communication with relevant stakeholders.
· Monitor the progress and completion of planned works and maintain associated records and documentation.
· Undertake carpentry work, including but not limited to the installation and construction of partition walls, frames, cabinets, mouldings, doors, windows and associated refurbishment projects.
· Ensure that necessary corrective actions are taken or reported appropriately.
· Ensure building services, facilities and infrastructure, including drainage systems, are maintained in a safe and operational condition.
· Support the provision of caretaking cover during periods of staff absence where required.
· Assist Caretaking Teams in maintaining safe access and operation of sites during periods of adverse weather.
· Contribute to the implementation, monitoring and ongoing development of the school Health and Safety procedures and practices.
· Ensure compliance with the Trust's energy management, sustainability and conservation policies.
· Procure tools, materials, equipment and stock required to undertake maintenance and project work in accordance with Trust procurement procedures.
· Oversee and monitor contractors working on site, ensuring compliance with safeguarding, health and safety, contractual requirements and Trust procedures.
· Assist in managing and delivering premises-related projects, including refurbishment, improvement and capital works programmes.

Other Responsibilities
· Liaise effectively with academy staff, contractors, suppliers, visitors and external agencies to ensure the smooth operation of site services and projects.
· Liaise with Designated Safeguarding Leads and safeguarding officers in accordance with Trust safeguarding policies and procedures, where appropriate.
· Maintain appropriate records and documentation relating to maintenance activities, projects, statutory compliance and health and safety requirements.
· Participate in relevant training and professional development activities to maintain and enhance knowledge, skills and qualifications relevant to the role.
· Serve as a Fire Marshal, assisting with fire safety procedures, coordinating evacuations and acting as a point of contact for the Fire and Rescue Service during emergency incidents.


NB:
This job description outlines the principal duties and responsibilities of the post at the time it was prepared. It is not intended to be an exhaustive list and the post holder may be required to undertake other duties that are commensurate with the grade, responsibility and nature of the role.
The duties and responsibilities of the post may be varied by the Trust from time to time to reflect changes in legislation, organisational requirements, operational priorities, technology or professional practice. Appropriate training and support will be provided where necessary.
























PERSON SPECIFICATION

	Area
	Criteria
	Essential
	Desirable

	Qualifications and Training

	Good standard of general education (GCSE or equivalent in English and Mathematics).
Willingness to undertake relevant training and professional development.
Relevant trade qualification (e.g. Carpentry, Building Maintenance, Construction, Property Maintenance or similar).
	√

√
	



√

	Knowledge/Experience
	Experience of building maintenance, repairs and refurbishment work.
Experience of identifying and resolving building maintenance issues.
Experience of working safely and complying with health and safety procedures.
Experience working within a school, academy, public sector or multi-site environment.
	√

√

√

	




√

	Skills/Abilities
	Ability to carry out a wide range of maintenance and repair tasks to a high standard.
Ability to plan, prioritise and manage workloads effectively across multiple sites and projects.
Ability to communicate effectively with staff, contractors, visitors and external agencies.
Ability to work independently and use initiative whilst also working collaboratively as part of a team.
Experience using electronic maintenance management or facilities systems.
	√

√


√

√

√

	

	Other
	Reliable, trustworthy and professional.
Proactive and able to identify opportunities for improvement.
Flexible approach to working hours and operational requirements.
Commitment to maintaining high standards of safety, cleanliness and presentation.
Strong customer service focus and commitment to supporting the Trust's values and objectives.
Commitment to safeguarding and promoting the welfare of children and young people.
	√
√
√

√

√

√
	



Trust Requirements
Essential
· Satisfactory Enhanced DBS clearance and other pre-employment checks.
· Commitment to safeguarding, equality, diversity and inclusion.
· Ability to work flexibly across Trust sites if required.
· Willingness to attend emergency call-outs and respond to operational issues outside normal working hours when necessary.
Desirable
· First Aid at Work qualification.
· Experience of supporting school lettings and out-of-hours site activities.
· Experience of supervising contractors or external service providers.
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