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JOB DESCRIPTION

	Job Title:

	Site Manager

	Salary/Grade:

	GLP Grade 4 / SCP 12-16
£29,093 – £32,653pa


	Contracted Hours:

	Full-time – 37 hours per week (shift pattern)

	Academy Name:
 
	The Orchards Primary Academy

	Location/Address:

	Rhayader Road, Northfield, Birmingham, B31 1TX



Greenheart Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  We therefore expect all staff and volunteers to work to and within school policies and procedures, including safeguarding, child protection and health and safety.  The postholder is subject to satisfactory references which will be requested prior to the interview, an enhanced Disclosure and Barring Service (DBS) check, medical check, evidence of qualifications, plus verification of the right to work in the UK.

At Greenheart, everyone is supported to become confident, creative and successful lifelong learners and active and informed members of their communities.  Greenheart people always:
· Find shared solutions to problems
· Try new things
· Take ownership
· Keep learning and learn from each other
· Treat everyone fairly and kindly

	Purpose of the Post

	
To have responsibility for the day-to-day premises related functions, including buildings and grounds maintenance, security, lettings, cleaning and liaising with contractors. 

To ensure that the academy gives a positive first impression to all users of the academy site and that pupils, staff, visitors and contractors can work in it effectively and safely, working with Regional Business Partner to ensure compliance with legislation and guidance. 




	Relationships

	
Reporting to: Headteacher.
Line management: Post responsible for Cleaning Staff




	Duties & Responsibilities

	
Overall
This is a detailed list but is not meant to be exhaustive and the postholder will be required to support and manage all areas of site management throughout the Partnership:

Buildings and Grounds Maintenance
· Ensure that all tools, plant and equipment are available and working effectively. 
· Coordinate and monitor general maintenance and remedial works undertaken by GLP‑approved contractors, ensuring all activities are appropriately recorded and documented using Worknest.
· Carry out minor repairs and maintenance as directed. 
· Ensure contractors are inducted to the academy site. Carry out regular monitoring of contractors during their work and ensure all work is checked upon completion with support as required from the Regional Business Lead. 
· Ensure that the grounds and buildings are clean, free of hazards and maintained correctly. 
· Ensure that buildings fabric and services are maintained in accordance with a planned maintenance schedule and that the asset register is maintained. 
· Ensure that all waste is disposed of promptly and in accordance with relevant legislation, this includes carrying out regular litter picking. 
· Maintain records of servicing, maintenance (PPM) & actively work with the Regional Business Lead/ Leadership Team to ensure Parago (contracts and asset Management Systems) is up to date. 
· Ensure that appropriate levels of stock are maintained, ordering as required and checking receipts against orders are regularly recorded on the GLP ordering system (PS Financials). 
· Ensure access to the academy is available in the event of snow, minor flooding or other adverse weather condition. 

Cleaning & Hygiene
· Ensuring approved caretaking and cleaning supplies are purchased, used and stored in accordance with COSHH regulations. 
· Ensure that all areas of the building are clean and ready for use, liaise with cleaning contractors or in house cleaning staff as appropriate. 
· Ensure that any spillages are cleaned up and that any bodily fluids and other soiling are cleaned up promptly. 
· Ensure prompt removal of any internal and external graffiti. 
· Carry out termly cleaning inspections and maintaining relevant records. 

Security
· Opening and closing of the academy daily at agreed times with the Senior Leadership Team. 
· Carrying out daily security checks of the school buildings and grounds, taking appropriate action to prevent trespass on the premises and ensuring unauthorised parking of vehicles does not occur. 
· Ensure daily morning perimeter checks are undertaken to ensure site security is maintained and any dangerous items present are dealt with to ensure a safe environment. 
· Be a key holder for the academy site and control the allocation of users for the routine and non-routine use. 
· The postholder may be called out at unsociable hours or at the weekends to deal with security problems, make emergency repairs or allow access to any contractor who may be working on the site. 

Health and Safety 
· Act upon any health and safety concerns including the removal of unsafe equipment and report this to the Regional Business Lead/ Senior Leadership Team. 
· Ensure compliance with health and safety legislation and guidance so far as it relates to this post.
· Successfully manage compliance and monitoring checks, ensuring they are completed on time and fully documented within the Worknest platform.
· Ensure GLP Risk assessments are being followed in relation to the academy site and buildings and participate in the risk assessment process. 
· Advise the Regional Business Lead of any changes that are required to risk assessments and management plans. 
· Supervise contractors while working on the academy site operating a safe working environment. 
· Ensure that hazardous substances are purchased, used, stored and disposed of appropriately and that Safety Data Sheets and risk assessments are up to date and available. 
· Ensure all Health and Safety issues are monitored, recorded and actioned through the Worknest system and updating as necessary. 

General
· Ensure that classrooms, assembly hall, dining areas, sports hall are set up as required for teaching, assemblies, performances, open days, examinations and any other event. 
· Provide support for staff in terms of moving deliveries, equipment and resources as required. 
· Supervise lettings at events (including Polling Day) as required. 
· Undertake general repairs and maintenance duties (to include painting and decorating, minor repairs to fixtures and fittings) and any ad hoc non-technical requests. 
· Undertake daily premises checks as directed, this may include - lighting, heating, fire systems, playgrounds. Carry out detailed safety inspections against a set checklist and reporting the findings on Worknest and to the Headteacher. 
·  Be responsible for all equipment and hand tools provided ensuring that they are kept secure, maintained, and replaced as appropriate. 
·  To undertake training and development relevant to the post and in line with the academy’s training program including acting as a fire warden. 
·  Support other schools within the Partnership in discussion with the Regional Business Lead, Headteacher and Head of Operations. 
·  To be able to drive the academy minibus as required by the Regional Business Lead and Headteacher (training will be provided if required if applicable).
· To undertake any other duties as directed by the Headteacher, Regional Business Lead and Head of Operations.

Safe Working Practices for Adults working with Children – It is the responsibility of each employee to carry out their duties in line with Greenheart’s ethos and culture of safe working practices for Adults’ working with Children and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for.

General Data Protection Regulations – The postholder is required to comply with GDPR regulations ((EU) 2016/679) (unless and until the GDPR is no longer directly applicable in the UK) and then (ii) any successor legislation to the GDPR or the Data Protection Act 1998, including the Data Protection Act 2018). The postholder is to maintain awareness of Partnership policies and procedures in this area. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure. 

Fluency –This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent and spoken English is an essential requirement for this role.

Equality and Diversity – There is a requirement for the postholder to promote the equality and diversity agenda within their own role and areas of responsibility and across the partnership.

Health and Safety – The postholder must at all times carry out his/her responsibilities with due regard to the Partnership’s policy, organisation and arrangements for Health and Safety at Work.

Flexibility – All staff within the Greenheart Family will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities.



General
The principal responsibilities and tasks as set out above are not intended to be exhaustive. The need for flexibility, accountability and teamwork is required. The postholder is expected to carry out any other related duties that are within the employee's skills and abilities, commensurate with the post’s grade and whenever reasonably instructed.

This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.  

The job description will be reviewed regularly to ensure that it relates to the role being performed and to incorporate reasonable changes that have occurred over time or are being proposed.  This review will be carried out in consultation with the postholder before any changes are implemented.




	Developed By:

	Head of Operations
	Date of Issue:
	May 2026

	Signature of Postholder:

	
	Date of Signature:
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