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Job Vacancy
Site Manager

 

Contract
Permanent, Full-time

Location
Ipswich, Suffolk

Salary
ALT Grade G Points 20-24

£31,022-£34,434 per
annum

Summary of Key Responsibilities
Coordinate repairs, maintenance, and improvements, using
in‑house skills and external contractors.
Ensure the site team is adequately resourced to ensure safe
opening of the estate, ensuring buildings are secured at the
end of the Academic day
To contribute to the health & safety committee of each
academy

Why Join Our Trust? 
Belong to a compassionate and inclusive trust that values
you and the role you play.
Join an experienced group of people that are fully dedicated
to delivering the best for our children.
Gain access to our VivUp employee benefit system, Cycle to
Work scheme and teacher pensions.

Contact
If you wish to discover more about this exciting opportunity ,
then please contact Kealey Rush, Operations Manager at
KRush@chantryacademy.org or call 01473 687181.

Play a vital role in keeping our academies
safe, secure, and running smoothly.
We are seeking a reliable and proactive Site Manager to join
Chantry Academy, providing site support across Chantry
Academy and Ipswich Primary Academies. This is a key role in
ensuring our academy environments are safe, secure, and well
maintained for pupils, staff, and visitors. Core working hours
are between 8:00am and 5:00pm, however flexibility will be
required to meet the needs of the academy. On-call or
emergency cover may also be required from time to time. The
successful candidate will take pride in maintaining high
standards across our sites, supporting health and safety
compliance, security, and day-to-day operational needs.
This is an excellent opportunity for a practical, dependable
individual who enjoys a varied role and being an integral part of
a school community.

Our People-First Philosophy 
At Active Learning Trust, Everyone is valued in their role, and
we make sure that the right people have the right
opportunities to find their purpose and progress within our
Trust. Guided by our values of open dialogue, bold thinking
and supportive teamwork, we put our staff's growth and
wellbeing at the heart of everything we do – so that they can
focus on making a real difference in our schools and our
communities. 



 

     

 
Job description 

Site Manager 
 
Salary: ALT Grade G  

Academy Site: Chantry Academy + Ipswich Primary Academies Support 

Reporting to:  Operations Manager  

 

Main purpose 

To coordinate site maintenance duties in and around the Academy and group of Academies. To ensure a 
safe and well managed learning environment for pupils, staff, and visitors. 

Duties and responsibilities 

Working Conditions 
• Full Time  
• 52 weeks per year  
• Core Hours between 8-5 but flexibility will be required 
• On‑call or emergency cover may be required. 

Site & Facilities Management 
• Ensure the site team is adequately resourced to ensure safe opening of the estate, ensuring 

buildings are secured at the end of the Academic day 
• Carry out routine inspections of buildings, fixtures, furniture, and equipment. 
• Oversee onsite clean staff and external cleaning contractors, ensuring high standard of site 

cleanliness and housekeeping is maintained. 
Maintenance 

• Coordinate repairs, maintenance, and improvements, using in-house skills and external 
contractors. 

• Maintain heating, lighting, water systems, alarms, and other essential services 
• Assist with managing site projects /programs 
• Arrange for general maintenance within specialist areas to ensure effective operations 
• Responsible for regular maintenance checks and follow up actions 

 

Health & Safety 

• Ensure compliance with health and safety legislation and school policies. 
• Conduct and record regular health and safety checks and risk assessments. 



    

• Manage fire safety procedures, including drills, alarms, and emergency exits. 
• Maintain statutory records (e.g., asbestos register, water hygiene, electrical safety 
• To contribute to the health & safety committee of each academy 
• Support with monitoring trends in accidents, incidents and near misses and reporting to 

RIDDOR where appropriate 
• Ensure health and safety is followed and complied with by all staff on site including undertaking 

risk assessments 

Security 
• Maintain site security during and outside school hours. 
• Monitor access to the premises and report any security concerns. 
• Oversee CCTV, alarms, and locking systems were installed. 

 
Emergency and Business continuity 

• Assist with Emergency response planning  
• Snow, Flooding, Utility failure response  
• Supporting lockdown/critical incidents 

Grounds & Environment 
• Maintain school grounds, playgrounds, and external areas in a safe and presentable 

condition. 
• Arrange seasonal works such as gritting, leaf clearance, and basic landscaping. 

Sustainability 
• Act as an advocate for sustainable approaches to premises management 
• Monitor energy efficiency data ensuring academies are proactively managing their energy 

consumption 

Resources 
• Liaise with the Head of Estates & Site Operations Manager to monitor budgets and ensure 

Academies are adequately resourced 
• Ensure adequate key holders are in place and act as a key holder as and when required 
• Act as a key holder and respond to emergency call‑outs as required. 

Systems, Policies and Procedures 

• Manages working standards and takes appropriate action where standards are not being met 
• Take a lead role in the management of Health and Safety across the building, including Risk 

Assessments, Accident and Near Miss recording and Staff training to ensure safe working 
practices are always employed. 

• Use of compliance systems (Every), responsible for ensuring they are up to date, liaising with 
academy ops manager.  

Team Involvement 

• Line Management responsibility for premises staff and contractors 
• Work closely with the Trust Estates team ensuring all projects are delivered effectively and to a 

high standard 



    

Building Professional Relationships 

• Assist with negotiating with contractors and with major suppliers 
• Liaise with and instruct contractors including monitoring their performance 

Record Keeping and Information Management 

• Record and maintain official records in line with academy procedures and appropriate 
legislation 

Generic responsibilities of all Active Learning Trust employees 

• To consistently uphold the Trust’s Aims, Visions and Values.  
• To work in a co-operative and polite manner with all stakeholders and visitors to promote and 

enhance the reputation of the academies and Trust.   
• To work with children and young people within the framework of the academy in a courteous, 

positive, caring, and responsive manner.   
• To take an active and positive role in the Trust’s commitment to the development of staff and 

review procedures, undertaking training as required. 
• To act in a professional way that is consistent with the values and expectations of the Trust.   
• To be responsible for promoting and safeguarding the welfare of children and young persons.   

 

The Active Learning Trust is committed to safeguarding and promoting the welfare of all children 
and young people. We expect all staff to actively share this commitment. All adults working in 
our Trust in whatever capacity will be part of a thorough safer recruitment process. All 
appointments will be subject pre-employment checks including the taking of satisfactory 
references and enhanced criminal record clearance (via the Disclosure and Barring Service) in 
line with the need to create and maintain a safe culture. 

Please note that this is illustrative of the general nature and level of responsibility of the role. It is 
not a comprehensive list of all tasks expected to be carried out. It will be reviewed annually in 
conjunction with the appraisal process and planning for the next academic year. It will be 
reviewed, and it may be subject to modification or amendment at any time after consultation with 
the holder of the post. The duties may be varied to meet the changing demands of the Trust at the 
reasonable discretion of the Reports to Manager. 

 

 

 



 

   

 
Person Specification 
Site Manager 
 

E = Essential / D = Desirable 

Qualifications & Training 

GCSEs (or equivalent) including Math’s and English Grade C or above 
 E  

Facilities Management or Estates related qualification 
  D 

Project management qualification  
  D 

IOSH or equivalent Health & Safety training 
 D 

Specialist compliance training (fire safety/Legionella)  
 D 

Experience 

Experience of site maintenance, caretaking, or facilities management  
E  

Health & Safety management related to premises including risk assessments.  
E  

Experience of working effectively without supervision whilst retaining focus and strong 

time management. 
E  

Direct control / management of contractors 
 D 

Budget management  
 D 

Building project management 
 D 

Managing multiple locations 
 D 

Experience of delivery of training or staff briefings  
 D 



  

Experience of working in the education sector 
 D 

 

Skills and Knowledge 

Good practical maintenance and or DIY skills 
E  

Carry out, review and record risk assessments  
E  

Ability to maintain accurate records (e.g. maintenance logs, compliance checks) 
E  

Resource management & strong problem-solving skills 
E  

Exceptional levels of planning and organization, managing competing demands. 
E  

Good level of ICT skills (email,  Compliance systems ) 
E  

Strong communication skills, enabling you to communicate effectively with staff, 

contractors, visitors and external agencies 
E  

Full current driving license & willingness to travel to other sites.  E  

 



  

Personal Qualities 

Embodies of the Active Learning Trust’s values: 
- I aspire, we achieve 
- We’re curious, creative and bold 
- A family, not a house share 
- Comfortable being candid 
- Humour, humility, humanity 

E  

Commitment to uphold the seven principles of public life (the Nolan principles) at all 
times 

E  

Commitment to maintaining confidentiality at all times E  

Equal Opportunities 

Commitment to inclusion, equality and diversity E  

Safeguarding 

Commitment to safeguarding and promoting the welfare of children and young 
people. E  

 

https://www.gov.uk/government/publications/the-7-principles-of-public-life
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