ST HUGH’S COLLEGE, OXFORD


Job Description

Job Title:

Head Gardener & Grounds Manager
Section:

Estates Section
Overall Objectives

Responsible to the Head of Estates for the maintenance and improvement of the College grounds throughout the campus.

Reports to: 

Head of Estates 

Direct Reports:             Full time & part time Gardeners
Key Relationships:
Custos Hortulorum

Key Responsibilities

 Maintenance and Upkeep
· Maintenance Plan- Produce annual and monthly maintenance plans and allocate the works within the team on a priority basis.
· Lawns, mowing, irrigation, feeding, selective weed-killing, edging, scarification, top dressing, spiking, rolling, turf lifting / laying, grass seeding and leaf sweeping.
· Greenhouse, watering, shading, ventilation, glasshouse hygiene, propagation and cultivation, pest and disease control.
· Maintenance of plants, including division / re-planting of herbaceous stock, transplanting, pruning and general care of all plants.
· Weed Control- On hard surfaces, gravel paths, hedge lines, beds and borders by mechanical and chemical means.
· Litter Control- On all external hard and soft surfaces, cycle stores, shrub borders, lawns, basement wells. Empty external bins as required.
· Leaf control- Clearing of all leaf litter throughout campus and the management of the composing process.

· Snow & Ice- Clear and apply salt to snow and Ice to keep main routes safe during inclement weather. Special attention to be given to external steps and ramps.

· Machinery & tools- Organise the maintenance and repair to all machinery and tools in accordance with the Manufactures recommendations. Carry out minor In-House repairs.
· Ensure all machinery and tools are adequately cleaned at the end of each day.

· Roof top gardens - Carry out regular maintenance to gardens, including removal of organic matter, treatment and removal of moss and lichens. 

· Refuse Collection - Be responsible for liaising with the contractors for the disposal of college waste bins and liaison with quads staff over refuse issues.

· Floral Displays - Provide floral displays and plant decorations for College and College events as required. Grow plants for the purpose of providing plants for arranging.

· Communications - Assist in providing guided walks, talks and assist in official college events as is appropriate to represent the gardens. Writing materials for newsletters and website etc. as requested.

Improvements and Development
· Development Plans- To pro-actively manage and improve the College grounds via a formal development plan approved by Infrastructure committee
· Seek to improve and innovate more efficient ways of working.
· Gather and record information within a database or spreadsheet. Analyse and make recommendations.

Financial/Budgetary Responsibilities

· Ensure tight financial control on all projects and day-to-day maintenance in accordance with targets agreed with the Head of Estates.

· Place official orders for all materials, plant and works carried out within the garden.
· Certify invoices for payment and present to the Head of Estates for authorisation.

· Produce the annual maintenance and improvement budget in consultation with the Head of Estates for submission to Infrastructure Committee in Hilary Term.

Health & Safety
· General- Ensure all work is carried out in accordance with the Health & Safety at Work Act and all other relevant legislation. Promote safe working practices at all times. Keep up to date with new legislation.
· Risk & COSHH Assessments- Produce and maintain detailed Risk & COSHH assessments for all work tasks and chemicals used within the gardens. Ensure all staff comply/adhere with the safety precautions.
· Training- Provide annual Health & Safety training to all garden staff. Provide additional training when new working practices are introduced.

· Trees- Continually, monitor the condition of all trees throughout the site and take immediate action on any sign of danger. Arrange and manage annual safety inspection by the external tree surgeon.
· Ensure security is maintained to the gardens Office and storage areas. Dangerous tools and chemicals must be kept secure and monitored at all times.

General

· Ensure regular liaison takes place with College staff, student and tenants regarding all proposed maintenance works within the College Campus.

· Ensure the Custos Hortulorum is fully involved and kept informed regarding issues relating to the management of the College grounds.

· Environmental- Ensure environmental practices and recycling measures are implemented and developed

· Infrastructure Committee- Produce a detailed progress reports and attend Infrastructure committee.
· Provide leadership, motivation and direction to the Grounds Management Team via strong communication and interpersonal skills.
· Supervise staff to ensure standards of work are maintained and improved. Support the efficient use of resources.

· Such other appropriate duties as may be required by the Head of Estates
Person Specification

· Qualifications: 
A recognised advanced qualification in horticulture.
Certificate of competence in herbicide application

Lantra trained in use of ride-on mowing equipment
· Previous Experience: 
10 Years related experience

· Other Conditions: 
Able to climb ladders and a reasonable level of fitness.
Essential Skills

· Good standard of Computer Literacy
· Capable of working independently with minimal supervision

· Have a flexible approach to work

· Good organisational skills

· Strong communication and interpersonal skills
· Highly motivated, confident and creative.

· The ability to develop, train and motivate staff.
· Budgetary and financial management skills

· Strong Health and safety knowledge
Desirable Skills
· Trained in the use of fall arrest equipment
· Ability to give talks on horticulture
