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Job Title: 	           Site Manager         	
Reports to:	           School Business Manager/ Senior Leadership Team	
Salary:		           Band 3 / scale points 6-11 
Contract:	           Permanent
Hours:	                        36.25 Hours (7.25 hours per day) 7am – 10am (3 hours), 2-6pm (4 hours) = 7 hours*

*Reduced hours may be considered depending on experience and business needs.

This role involves a degree of flexibility to provide occasional support for school events that run in the evening e.g parents’ evening.   

Purpose of the role: 

To be responsible for all aspects of site management, ensuring that the school premises and grounds are safe and secure, and maintained to a high level of cleanliness, to ensure that the site offers an appropriate environment for teaching, learning and support functions.

Areas of Responsibility and Key Tasks

General & Maintenance 

· Undertake daily and periodic maintenance tasks, to include decorating and repairs, to ensure a safe and well-kept environment is maintained
· Ensure the school ground are kept free from litter, leaves and debris
· Keep pathways and entrances free of ice and snow to ensure the safety of children, parents, staff and visitors accessing the school; grit pathways, car park and playgrounds where necessary
· Regularly monitor stock levels of consumables and resources, e.g. paper towels, soap, toilet rolls & all hygiene materials, ensuring timely orders are placed in line with School ordering process
· Opening and securing of the premises and contents, including the operation of fire and burglar alarms and key-holder responsibilities (including being contactable out of school hours)
· Maintain accurate records relating to maintenance and security, including inspection visits
· Perform duties in line with health and safety regulations and report serious hazards to line manager immediately 
· Undertake general portage duties including moving furniture and equipment within school 
· Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the buildings, site, furniture and fixtures 
· Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules 
· Undertake appropriate training (including, but not limited to; COSHH, Manual Handling, Asbestos awareness) 
· Liaise with the SBM to arrange emergency repairs
· Operate systems such as heating, cooling, lighting and security (including CCTV and alarms) 
· Receive deliveries to the school site 
· Monitor and assist contractors whilst on site
· Collect and assemble waste for collection
· [bookmark: _Hlk134969004]Ensure that knowledge of Safeguarding and Child Protection is up-to-date and you fulfill the expectations of school staff as outlined in the DfE document ‘Keeping Children Safe in Education’.

Individuals in this role may also:

· Periodic cleaning of designated areas of the school building and grounds according to instructions (e.g. windows; school hall and hall floor) 
· Assist with the maintenance of specialised equipment following training, for example sports/theatrical equipment 
· Act as a designated key holder, providing emergency access to the school site 
· Act as school contact in relation to premises related contractors 
· Organise testing for health and safety procedures (e.g. legionella testing).

Indicative knowledge, skills and experience

· Knowledge/ skills equivalent to current national qualifications level 2

This job description does not define in detail all of the duties and responsibilities of the post. It will be reviewed at the end of the academic year or earlier if necessary; it may be amended at any time after consultation.
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