Assistant Site Manager – Part Time
Job Description
Job Title: Assistant Site Manager
Hours: 10 hours per week – 2 hours per day
Location: Summerswood Primary School
Reports to: Headteacher / School Business Manager / Site Manager
Main Purpose of the Role
To support the safe, secure and well-maintained running of the school site, ensuring that the school environment is clean, safe, secure and ready for pupils and staff each day.
Key Responsibilities
· Carry out daily checks of the school buildings and grounds and report any issues requiring attention.
· Undertake minor repairs and maintenance tasks around the school where appropriate.
· Respond to day-to-day site issues, including unblocking toilets, fixing minor faults and dealing with general maintenance problems.
· Ensure the school site is secure at the end of the day, including locking doors, gates and other access points.
· Set and unset the school alarm system as required.
· Develop a good working knowledge of the school's fire alarm system and understand the procedures to follow in the event of an alarm or fault.
· Check that classrooms, communal areas and external areas are safe and secure.
· Liaise with contractors and external maintenance providers when required.
· Report larger maintenance, safety or security issues promptly to the Headteacher or School Business Manager.
· Assist with emergency situations relating to the school premises.
· Support the school in maintaining a safe, welcoming and well-presented environment for pupils, staff and visitors.
· Carry out any other reasonable duties appropriate to the role.
Health & Safety
The postholder will be expected to:
· Take reasonable care of their own health and safety and that of others.
· Follow the school's health and safety, safeguarding, security and emergency procedures.
· Report hazards, defects or concerns promptly.
· Only undertake maintenance tasks for which they are suitably competent and trained.
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Essential
Experience and Skills
· Experience of practical maintenance, DIY, caretaking, site management or a similar role.
· Practical and confident approach to solving day-to-day problems.
· Ability to carry out minor repairs and maintenance tasks safely.
· Able to work independently and use initiative.
· Good organisational skills and attention to detail.
· Reliable, punctual and trustworthy.
· Able to respond calmly and appropriately to unexpected problems.
· Willingness to learn and operate school security, alarm and fire alarm systems.
· Good communication skills and the ability to work positively with school staff and external contractors.
Personal Qualities
· Takes pride in maintaining a safe, clean and well-presented school environment.
· Flexible and willing to help where needed.
· Responsible and conscientious.
· Friendly and approachable.
· Understands the importance of confidentiality, safeguarding and working in an environment with children.
Desirable
· Previous experience working in a school or other educational setting.
· Knowledge of basic plumbing, electrical, carpentry or general building maintenance.
· Experience of operating security or alarm systems.
· Relevant health and safety or premises-related training.
· Experience of working with contractors or external maintenance providers.
Safeguarding
The successful applicant will be required to undergo the appropriate safeguarding and safer recruitment checks, including an enhanced DBS check, in accordance with the requirements for working in a primary school.

