	             Job Description

	Job Title

	Full Time Site Manager
	Reporting to
	Headteacher 

	Liaising With

(internal)


	All staff, pupils, parents, Governors and Trust.
	Liaising With

(external)
	Contractors, Visitors, Hirers, Outside Agencies and Other Schools

	Supervising


	Contract Cleaners and Contract Grounds Staff
	Contract
	H5 – H6   37 ½ Hours per Week
£27,254 - £32,061 (dependant on experience)  

	Hours  
	The post is full-time 52 weeks a year with 25 days holiday (to be taken outside of school term dates – unless exceptional circumstances)

Split shift to be negotiated but will be short morning shift and longer afternoon shift starting 12.45pm (7½ hours per day, Monday to Friday)

	Core Purposes & Key Areas of Responsibility
	Under the overall direction of the Headteacher
To be responsible for all aspects of site management including a wide range of duties and responsibilities connected with the fabric and grounds of the school.  This includes health and safety, security of the site, cleanliness, porterage, monitoring contracts/contractors, routine maintenance and refurbishment, minor repairs, advising the School Headteacher/ Trust Operations Lead on suggested improvements to the general school environment and to plan and carry out site maintenance programmes.

	
	Premises Management

· Manage the day-to-day maintenance, repair, cleanliness, and overall presentation of the school buildings and grounds.

· Develop and implement planned preventative maintenance programmes to minimise reactive repairs and extend the life of school assets.

· Monitor the performance of cleaning and maintenance contractors, ensuring work is completed to agreed standards and addressing any performance issues. Some cleaning tasks where necessary. 
· Work alongside the Headteacher, Trust Operations Lead to monitor maintenance budgets, cleaning materials and expenditure, ensuring value for money. 
· Plan and supervise small refurbishment and improvement projects from quotation stage through to completion.

· Carry out regular inspections of buildings, grounds, playgrounds, classrooms, and equipment, recording findings using the Statlog compliance system.

· Maintain safe and attractive external areas, including playgrounds, gardens, pathways, and outdoor learning spaces.

· Coordinate and supervise grounds maintenance contractors to ensure the school site remains safe and well maintained throughout the year.

Examples
· Coordinating classroom redecoration during school holidays to minimise disruption.

· Arranging roof, gutter, or fencing repairs following inspections. 
· Monitoring contractors replacing flooring, windows, or playground equipment.
· Perform day-to-day grounds and site upkeep, including weeding, cleaning, and minor maintenance, reducing the need for contractor call-outs and ensuring the premises remained in excellent condition
Security

· Take overall responsibility for the security of the school site and act as the principal key holder.

· Open and secure the school buildings during term time, holidays and for out-of-hours activities.

· Ensure all doors, windows, gates, alarms, and security systems are operational and secure.

· Carry out daily perimeter inspections and promptly report or rectify security concerns.

· Conduct weekly testing of fire alarms, emergency lighting, and intruder alarm systems, maintaining accurate records.

· Liaise with emergency services, alarm monitoring companies, and contractors when required.

· Coordinate access for school events, community lettings, contractors, and governors' meetings.

Examples
· Responding to an out-of-hours intruder alarm activation.

· Securing the site following severe weather or attempted vandalism.

· Preparing the school for evening parent events or community lettings.

Site Operations

· Operate and monitor heating, hot water, ventilation, and other building services to ensure efficient performance.

· Carry out routine maintenance and minor repairs including plumbing, carpentry, decorating, lighting, and general building maintenance.

· Ensure school halls, classrooms and meeting spaces are prepared for assemblies, examinations, performances, and meetings.

· Maintain high standards of cleanliness by undertaking cleaning tasks outside the contracted cleaning service where required.

· Manage deliveries, furniture moves, waste disposal, recycling, and porterage services.

· Replace lighting, maintain fixtures and fittings, and oversee servicing of boilers, air conditioning systems, fire equipment, and other plant.

· Respond promptly to emergency maintenance situations and minimise disruption to teaching and learning.

Examples
· Repairing damaged classroom furniture.

· Replacing faulty light fittings.

· Organising classrooms for SATs, parents' evenings, and school productions.

· Responding immediately to water leaks or heating failures.

Health and Safety

· Ensure compliance with all relevant Health and Safety legislation, statutory regulations, and school policies.

· Carry out regular health and safety inspections, risk assessments, and workplace audits.

· Maintain the asbestos management register and ensure statutory inspections are completed within required timescales.

· Coordinate or complete annual PAT testing and other compliance inspections.

· Ensure safe access to the school during adverse weather conditions by gritting pathways, clearing snow, and responding to flooding.

· Maintain knowledge of emergency utility isolation points and emergency procedures.

Examples
· Completing monthly site safety inspections.

· Identifying trip hazards and arranging immediate repairs.

· Coordinating annual fire risk assessments and remedial actions.

Administration

· Maintain accurate records of inspections, maintenance, statutory testing, contractor visits, and compliance documentation using Statlog.

· Work with the Headteacher, Finance lead and Operations lead to plan maintenance priorities and monitor budgets.

· Obtain quotations and assist in the procurement of maintenance works and supplies.

· Maintain inventories of tools, equipment, furniture, and school assets.

· Ensure maintenance equipment is regularly inspected and safe to use.

· Prepare reports and documentation for senior leaders, governors, and external auditors as required.

Examples
· Recording weekly fire alarm tests and monthly water temperature checks.

· Obtaining three competitive quotations for refurbishment projects.

· Maintaining servicing records for boilers, emergency lighting, and fire extinguishers.

General Responsibilities

· Provide a professional, flexible, and responsive facilities management service that supports the smooth operation of the school.

· Promote a safe, welcoming, and well-maintained learning environment for all users of the school.

· Build effective working relationships with staff, pupils, contractors, governors, and external agencies.

· Undertake any other reasonable duties commensurate with the grade of the post as directed by the Senior Leadership Team.

Key Outcomes

· A safe, secure, clean, and compliant school environment.

· High standards of building and grounds maintenance.

· Accurate statutory records and full regulatory compliance.

· Efficient management of contractors and maintenance budgets.

· Prompt response to maintenance issues with minimal disruption to teaching and learning.

· Positive support for the school's educational objectives through effective site management.
· Develop and maintain positive working relationships with staff, contractors, visitors and external service providers, always acting as a professional and approachable representative of the school


	
	Note: The duties and responsibilities listed above describe the post as it is at present.  The post holder is expected to accept any reasonable alterations that may from time to time be required by the Senior Leadership Team and  Operations Lead.


	
	


