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Site Manager Job Recruitment Pack

About the Trust
[bookmark: _Hlk220578475]The Keep Learning Trust is a growing Multi-Academy Trust established in 2014, currently serving schools across the borough of Bury. United by a strong belief in the power of education, we work collaboratively to support our schools and communities. By working together, we create lifelong chances and choices for all our pupils, ensuring every child is supported to achieve their potential.
Vision
By working together, we create lifelong chances and choices for all our pupils.
Innovation
Collaboration

Inspiration


Through our strong relationships, we bridge gaps, forge pathways and raise aspiration.
We create cultures and structures that ensure our schools are places of excellence where innovation is championed, creativity is encouraged, and best practice is shared.
We nurture every individual to help them find and explore their talents and develop the self-belief to become active members of their communities.





	Teaching Assistant required	


The Keep Learning Trust are seeking to appoint a positive and energetic Site Manager to work at 
Park View Primary School.
Do you have the drive, passion and commitment to deliver outstanding support to help young people. If so, joining The Keep Learning Trust support team might just be the best career move you ever make. This is your opportunity to join a dedicated team of support staff who are committed to providing the best possible education for our pupils.
Who we’re looking for:
The successful candidate will play a key role in supporting the school to maintain a safe, effective, and efficient learning environment for all pupils, staff, and visitors.
Core responsibilities include opening and securing the premises, carrying out basic maintenance and repairs, managing waste, responding to emergency callouts, and undertaking Health and Safety and compliance checks. The role also involves some cleaning duties, ensuring that high standards of cleanliness and site security are consistently upheld to safeguard all users of the school.
A significant aspect of the role is the day-to-day management of Health and Safety procedures. This includes monitoring legionella control (liaising with contractors and undertaking routine flushing), supporting fire safety arrangements including acting as a fire marshal, and conducting regular visual inspections of surfaces, play equipment, signage, lighting, and electrical systems. The postholder will also manage COSHH requirements and ensure the site remains safe during adverse weather conditions, such as preparing pathways during frost or snow.
The role includes responsibility for overseeing contractors on site, ensuring all necessary compliance checks are completed, including verifying appropriate liability insurance, DBS checks, risk assessments if required, prior to works being undertaken. You will also support the coordination and monitoring of grounds maintenance contractors to ensure work is completed safely and to a high standard.


Additional duties include, portering tasks, safely cleaning bodily fluids, waste management, and carrying out basic ground’s maintenance.
We are seeking an individual who is proactive, able to work on their own initiative, and confident in identifying and resolving issues independently. The ideal candidate will be practically minded, capable of undertaking a wide range of minor repairs, while also maintaining accurate records and demonstrating accountability for completed tasks.
You will be joining a dedicated team committed to maintaining high standards and supporting the inclusive and welcoming ethos of the school.
You will report to the Headteacher and the School Business Manager.
We can Offer:
· A friendly supportive team
· Good rates of pay
· Pension
Application Process
To apply for this vacancy please complete the job application and return to 
Emma.Collopy@keeplearningtrust.co.uk. You should ensure your application form and supporting statement address all elements of the person specification. We will only consider candidates who meet the vast majority of the essential criteria outlined in the person specification.

Our Commitment
We are equally committed to eliminating discrimination and encouraging diversity. We aim for our workforce to be representative of society and that each employee feels respected and able to give their best. We are committed to providing equality and fairness in our recruitment and employment practices and not to discriminate on any grounds. We oppose all forms of unlawful and unfair discrimination.

The equal opportunities form should be emailed directly to the central team at centralteam@keeplearningtrust.co.uk


	Post details
	Site Supervisor


	Grade
	7 (FTE £26,721)


	Hours
	37 hours per week permanent split shifts morning and afternoon.

Split shift
Monday to Thursday
6 am – 10 am
2.30 pm - 6PM

Friday
6 am – 9.30 am
2.30pm – 6PM

Some out of hours additional working may be required to support the school with parents’ evenings, fundraising events etc. 


	Annual Salary
	Actual Salary £26,721



The Keep Learning Trust is committed to safeguarding, safer recruitment and promoting the welfare of pupils. Our comprehensive recruitment and selection processes aim to discourage and screen out unsuitable applicants. Successful candidates are subject to rigorous pre-employment checks: -



The successful applicants will be required to complete an 
· Enhanced DBS check 
· Satisfactory medical report arranged by school 
· Two satisfactory references.

Park View Primary School is part of The Keep Learning Trust, and you may from time to time be required to work at any of our other schools across the trust.

Closing date for applications is 5 pm on Wednesday 13th May 2026.

Interviews will be held week commencing 18th May 2026.














	Site Supervisor

 JOB DESCPRIPTION






	Responsible to:                                      Emma Collopy
Location:                                            Park View Primary School
                                                                  Park View Road
                                                                    Prestwich
                                                                    M25 1FA

                                                                                                         
	


JOB DESCRIPTION & PURPOSE
The Site Manager will support the Headteacher and School Business Manager in ensuring the school site is safe, secure, compliant, and well maintained, contributing to an effective learning environment for all users.
Your duties include caretaking, cleaning, and site management responsibilities, with a focus on proactively identifying and resolving site-specific issues within the post holder’s skills, knowledge, and competence. The post holder will prepare the site for daily use, including opening the premises and carrying out routine safety and maintenance checks, and will ensure site security through appropriate locking and alarm procedures.
A key aspect of the role is to carry out and support tasks that ensure the school remains compliant with all relevant Health and Safety and legislative requirements. The Site Manager will promote a culture of teamwork and shared responsibility, working collaboratively with staff to maintain a safe, secure, and well-presented environment.
Reporting Arrangements
The Site Manager reports on a day-to-day basis to the Headteacher and School Business Manager.
Duties and Responsibilities
The Site Manager will:
· Support the planning, organisation, and delivery of routine site checks and maintenance activities.
· Identify, prioritise, and address maintenance issues reported by staff, taking appropriate action in a timely manner.
· Manage contractors on site, including arranging visits where required, and ensuring all compliance documentation is in place prior to works commencing (e.g. public liability insurance, risk assessments, and DBS Checks).
· Monitor and review the quality of work undertaken by contractors, cleaners, and grounds maintenance providers to ensure standards are met.
· Supervise and support the cleaning team to ensure high standards of cleanliness are maintained across the site.
· Undertake porterage duties and routine grounds maintenance tasks as required.
· Plan ahead for site needs, including sourcing appropriate resources (e.g. grit for winter months).
· Work flexibly to meet the operational needs of the school, including undertaking cleaning duties where necessary.
· Participate in relevant training and professional development, sharing knowledge with colleagues to enhance awareness of site-related matters.
Accountability
The Site Manager will:
· Comply with school and Trust policies, risk assessments, and Health and Safety procedures.



· Maintain accurate records and logs of checks, maintenance activities, and compliance requirements, using both written and digital systems as appropriate.
General Responsibilities
· Adhere to all safeguarding, Health and Safety, and school/Trust policies at all times.
· Undertake any other duties reasonably requested by the Headteacher or Business Manager in line with the responsibilities of the role.
Person Specification
	                 Essential
	                Desirable
	        How Identified

	Satisfactory enhanced DBS clearance on appointment.
	
	Application form / documents at interview.

	Skills and aptitudes to manage a large site.
	Previous expertise in caretaking or site management or transferable skills
	Application form / references.

	Good listening and understanding skills.
	Ability to interpret what people say and understand complex situations. Ability to discuss matters with a range of different people with different motives.
	Application form / references.

	Acceptable standard of reading comprehension and writing skills for the tasks required.
	Good standard of written English with good understanding of site-specific technical language.
	Application form / references.

	Ability to be able to identify and remedy maintenance and Health and Safety issues.
	Particular expertise in identifying and remedying maintenance and Health and Safety issues e.g. Risk Assessments.
	Interview / application form.

	Previous experience carrying out maintenance work to a good standard.
	Good level of skill or qualification and experience in school-based maintenance work.
	Interview / references.

	Ability to solve practical problems. 
	Ability to solve complex problems. 
	Interview / application form. 

	Willingness and ability to work flexibly. 
	Be able to work evenings if required. 
	Interview / application form. 

	Ability to undertake “handyperson” tasks. 
	Trade qualifications, or experience working with trades people to gain a reasonable competence with a range of maintenance tasks. 
	Interview / application   form. 

	Medically fit and well to carry out the physical duties.
	
	Medical questionnaire.

	Ability to carry out cleaning duties
	
	Interview / application form.

	Ability to manage a team of cleaners
	 Ability to carry out cleaning duties
	Interview / application form.

	
Willingness to engage in training and professional development. 
	
Record showing a willingness to participate in training and professional development and seek opportunities for own development. 
	
Application form and references. 

	
Willingness to work as a team. 
	
Proven record of teamwork and working together. 
	
Application form and references. 

	Ability to safeguard children through practical applications. 
	Knowledge of “Keeping Children Safe in Education” and what professional expectations are in a school community. 
	Interview / references. 

	Ability to follow school Health and Safety policy and procedures. 
	Knowledge of how to keep the site safe from hazards. 
	Interview. 

	Willingness to follow the school and Trust ethos, policies, aims and objectives. 
	 
	Interview / references. 

	Ability to work on own initiative. 
	Ability to work within a framework of supervision. 
	Interview / references. 
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Please read the following notes carefully, as the decision to shortlist you for an interview will be based solely on the information you provide on the application form.
Personal Details – It is important that you complete this section accurately and in full, as the information requested is required to process your application.  Please do not leave any section blank.
References – References are requested for all shortlisted applicants for posts. A reference from your current or most recent employer will normally be required before an offer of employment is made.
Work History – When completing this section, it is important that you include any part-time, voluntary or community work you may have done since these may reveal relevant skills.
Knowledge Relevant to the Post – Any qualifications which are required for the post will be set out in the Role Description, and you should list these in this section. You may also like to include other qualifications you possess or training courses you have attended which you feel are relevant to the selection criteria for the post.Guidance Notes for
Application Form
Telephone: 0161 723 4538 Option 2
www.keeplearningtrust.co.uk
TKLT@keeplearningtrust.co.uk
Keep Learning Trust Office
Coronation Road, Radcliffe, Manchester,
England, M26 3RD
A charitable company limited by guarantee
registered in England & Wales.
 
Company Number: 08769073

[image: ]Experience – Please do not submit a job history or curriculum vitae. This is the most important section of the form, as this is where you make out your case for the post. Here, you should provide evidence that you possess the skills/knowledge and experience required, preferably by giving specific examples. Do not forget to include the skills/knowledge and experience you have gained outside paid work and through training.
About Yourself – In this section, include anything you wish to say about yourself that you feel is relevant but has not been included elsewhere, including any skills.
Disclosure and Barring – Please read this section carefully, ensure that the information you provide is accurate and sign the Declaration.
Equal Opportunities Monitoring – The information you provide in this section will enable the Trust to monitor its recruitment process in relation to its “Equality of Opportunity Policy”. The information obtained will be treated as confidential and used only for monitoring
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