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      Site Supervisor 

Monday – Friday (30 hours) 
11.30am – 6.00pm 
 
Term time plus 2 weeks 

 
Starting Salary £9.86 per hour 
£13,492 - £15,030 (Actual) 

      
To start asap 

 

 
We are looking for a Site Supervisor to head up our cleaning team.  The hours are 6 per 
day, with a 30 minute break, covering cleaning  during the school day and supervising the 
cleaning team from 2.30pm.  The successful candidate will also work closely with the Site 
Manager to ensure smooth running of the building. 
 
UTC Norfolk is a 14-19 school with a fantastic 21st century learning space and a burning 

ambition: to develop tomorrow’s engineering and technology specialists. UTCN was 

graded ‘Good’ across all areas by OFSTED in May 2019. 

We are based in Old Hall Road close to the Marsh Harrier on Ipswich Road, Norwich. 

If you are: 

• an efficient professional cleaner with some experience 
• well organised and are able to prioritise 
• flexible and happy to work on your own and as part of a team 
• hard working 

 

Then we want to hear from you. For further information and to apply, please see our 

website www.utcn.org.uk 

 

Closing date: 9.00am, April 12, 2021                 Interviews: W/C    April 12, 2021 

 

UTCN is committed to safeguarding and promoting the welfare of young people. All appointments 

will be subject to an enhanced DBS check.  

 

 

 

 

 

 

http://www.utcn.org.uk/
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March 17, 2021 

 
Dear Candidate 
 
Thank you for your interest in University Technical College Norfolk. 
 
We are looking for a site supervisor to head up of our cleaning team.  The hours are 6 per day, 
with a 30 minute break, covering cleaning during the school day and supervising the cleaning 
team from 2.30pm.  The successful candidate will also work closely with the Site Manager to 
ensure smooth running of the building. 
 
A basic uniform, including safety boots and PPE is provided. 
 
UTC Norfolk is a 14-19 school with a fantastic 21st century learning space and a burning 
ambition: to develop tomorrow’s engineering and technology specialists. To do this, we aim to 
ensure that our students have the skills, qualifications and experience to go to university or to 
take-up skilled employment.  
 
If we can provide any further information, please do not hesitate to get in touch. 
 

 

Alex Hayes 

Headteacher 
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Key Facts 

 

• We have £1.3m of specialist equipment on site 

• We are currently recruiting for Year 10 (up to 120 places) and Year 12 (100 places) 

• In due course, UTCN will have up to 420 students from Year 10 to Year 13 

• The student body is well motivated and, in many cases, extremely able 

• Typical hours for students are from 9.00am to 3.00pm, with a longer day on Tuesdays and 

Thursday 

• The curriculum is employer-led 

• We offer a wide range of extra-curricular type activities within the Enrichment 

Curriculum 

• UTCN was inspected by OFSTED in May 2019 and was graded ‘Good’ across all areas 

 

The Curriculum 

Our curriculum has been devised to reflect the needs of local employers, but it also provides a 

solid base for students to progress generally. Post 16 students also undertake Industry led 

projects. 

 

Basic Salary  

Salaries are paid in twelve equal instalments on the 19th day of the month by direct credit transfer.   

 

Other Benefits 

Membership of the Local Government Pension Scheme will apply to this role. 

 

Professional Appearance and Dress  

Safety boots and PPE are supplied by UTCN as well as a branded shirt.  Cleaning staff will need to 

supply their own dark trousers.  

 

Safeguarding 

UTCN is committed to safeguarding and promoting the welfare of young people. All appointments 

will be subject to an enhanced DBS check.  
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Job Description 

Job Title:  Site Supervisor  

Reports to:  PA to the Head Teacher  

Hours of work:  
30 hours per week  
Flexible with core hours as Monday to Friday: 11.30am – 6.00pm  
Term Time plus two weeks 

Grade:  Scale 4: Points 18 to 21  

Overarching Job 

Purpose:  

To ensure that the UTCN premises are properly maintained, secured, 
clean, safe and available for use by students, staff and for the public as 
required.  

 

Main Tasks and Responsibilities  
Cleaning  

1  
To work with the PA to the Headteacher to ensure the Cleaning Specification is accurate and work is 
distributed equitably   

2  
To co-ordinate the work of the cleaning staff to ensure the smooth running of the cleaning 
operation, covering and co-ordinating duties with the other cleaners as necessary  

3  To induct and train new cleaning colleagues  

4  
To clean designated areas as laid out in the Cleaning Specification document: dusting, sweeping, 
vacuuming, mopping, emptying bins, toilet cleaning etc.  

5  To carry out specific cleaning tasks and work on special projects  

6  To follow all COSHH and health & safety regulations  

7  To refill supplies, such as toilet paper, soap and paper towels  

8  To order maintenance goods and cleaning products as required  

9  To notify the Site Manager of any deficiencies or items that need repairs  

10  To proactively identify any particular issues that need attention after arrival on shift  

11  
To remove rubbish from around the site, especially when classrooms and offices are tidied, rearranged or 
relocated   

Safety and Security  

12  
To close and lock the building at 1800 (closing windows. main door, main gates, fire escapes to 
playground and pedestrian gate) arming the alarm, switching lights off - daily  

13  To visually check fire escapes, fire doors, plant room and public areas for any issues - daily  

Building Maintenance  

14  
To respond, in conjunction with the Site Manager, to tasks logged on the Site Tasks channel on Teams, 
logging responses and completing tasks after prioritisation  

15  
To arrange, in conjunction with the Site Manager and allow access to authorised maintenance or building 
contractors and ensure they are aware of any potential hazards connected with their presence on the 
premises, and to be fully aware of, and to comply with all relevant UTCN policies and procedures.    

Events  

16  To monitor the Whole School Calendar to be aware of school activity visitors, events etc  

17  
To prepare and set up areas for events eg Open Evenings, Employer Visits, Governor Meetings, Activity 
Days etc.  

18  To attend or support events if required  

General Responsibilities   
19  To work flexibly eg. to accommodate evening lettings and other events and to cover the Site Manager as 

needed  
20  To work and pro-actively to anticipate problems   
21  To attend and contribute to the 1500 Monday Site Meeting  
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22  To work with the Site Manager to ensure the smooth running of the site, touching base daily  
23  To act as emergency keyholder  
24  To carry out responsibilities, commensurate with your position, as defined within the following policies 

and procedures:  
• Staff Code of Conduct  
• Equal Opportunities  
• Health, Safety & Welfare  
• Child Protection  
• Data Protection  
• Risk Management  

25  To undertake any other similar duties of this level as required by the Headteacher and PA to the 
Headteacher  

  
  
The Site Supervisor is based in the Site Manager’s Compound which is located behind P4 in the 
Engineering Area.  
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Person Specification: Site Supervisor  

Attributes Essential Desirable 
Qualifications  
  
  

• Good standard of general 
education   
  

• GCSEs at Grade C or above in English 
and Maths   
• Trade qualifications  

  

Experience  
  

• Experience of cleaning schools or 
commercial buildings  
  

• Experience working within a school 
environment  
• Practical experience of property 
maintenance work   
• Knowledge of security systems, 
manual handling, risks and risk 
management   
• Experience of working with 
contractors and monitoring contracts   

  

Skills  
  
  

• Understanding of COSHH, Health 
and Safety legislation and other 
relevant codes of practice, as it 
applies to school premises  

• IT Literacy   
• Able to work on own initiative  

  

• Good general DIY skills and knowledge  

Personal Qualities  • Positive, enthusiastic manner  
• Proactive – able to spot issues 

before they become problems  
• Ability to prioritise tasks and stay 

calm under pressure  
• Good attention to detail   
  

• Innovative  
• Sense of humour  

  

Other  • Able to work flexibly depending on 
organisational demands and able to 
attend out of hours activities and 
events and cover absent colleagues  

• High personal standards of literacy 
and numeracy  

• Willingness to learn and attend 
training as required  

• Determination to ensure that UTCN 
is the top provider of its type in the 
country  
  

• Car driver and owner  
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Further information 
 
The UTC Norfolk website is: www.utcn.org.uk  
 
To arrange an informal discussion about this role, please contact Alison Howes on 01603 580282 or 

via alison.howes@utcn.org.uk 

 

Application 

Please apply using the UTCN application form. This can be found at: 

www.utcn.org.uk/job-vacancies  

 

 

Closing date: 9.00am, April 12, 2021   Interviews:   W/C April 12, 2021 

 

 

http://www.utcn.org.uk/
http://www.utcn.org.uk/job-vacancies

