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Job Title Site Manager: Primary School 

Reporting To Trust Estates Manager and Head of School 

Scale / Salary Range / Contract NJC scale points 7 to 14. 
£26,403 - £29,540 per annum.  
Permanent, full time, all year round,  
37 hours per week. 

Responsible For Supporting the day-to-day operation of the academy school Site 
Operatives. 

Location Various Sites across the Trust but primarily Field Lane Primary 
School. 

 

Core Purpose 

• To work closely with the Trust Estates Management Team to deliver the Trust’s Estates, Services and 

Facilities Strategy. 

• To provide a comprehensive, customer led estates and facilities service. 

• To support the Health and Safety Compliance and risk management across the school estate. 

• To enable the Trust to fulfil all its duties regarding compliance, through the effective use of the Trust’s 

compliance strategy and software. 

• To ensure the Estates Team provide a secure, safe and clean working environment across the Trust estate.  

• To work in partnership with other members of the Trust estate team to provide cover, support and technical 

expertise where and when required.  

• To drive a Trust or hired vehicle as and when required in support of the school 

• This will include a daily trip to collect lunches from another Trust school. 

• To manage the school cleaners to ensure the school is cleaned and locked every day.  
 

 Key Accountabilities (and specific duties/responsibilities): 

  

Health and Safety 

• To maintain oversight of Health & Safety across the school estate, in close liaison with the Trust Estates 

Manager and the Trust Estates Team.  

• To support an annual review to determine that the school properly discharges its duties under its health & 

safety policy; the health & safety at work act; COSHH regulations; and any other statute, regulation or 

directive. 

• To implement policies, procedures and processes concerning Health and Safety (including risk/emergency 

management) across the school and nursery estate. 

• To promote and monitor safe working practices within the school and nursery, providing reports to the 

Trust Estates Management Team as required.  

• Monitor contractors visiting site and ensuring that they are working to policies and procedures and 

current legislation including Health & Safety at Work (HASAW), COSHH and PAMP regulations.  

 



 

  

  Facilities and Estates 

• To ensure that regular checks of buildings, cleaning, grounds, furniture, fittings are undertaken by 

appropriate staff and to support them in taking appropriate action, which may include out of hours and/or 

emergency measures related to cleaning, repairs and liaison with specialist contractors and suppliers.  

• To maintain oversight and snagging of capital projects delivered by contractors at the school and nursery. 

• To deliver capital programmes in the school, effectively using one’s own skills and the skills of the and 

wider Trust Estates Team. 

• To support the security of school, including the operation of fire, smoke and intruder alarms, emergency 

key holder responsibilities and risk management.  

• To support the implementation of the school asset inventory.  

• To lead the management of cleaning provision across the school.  

• To manage budgets effectively, ensuring all financial policies and procedures are followed diligently.  

• To lead the opening and closing service for the school estate, covering for colleagues throughout the Trust 

Estates team as required.  

• To support the Trust Estates team on call timetable.  

 

Compliance Assurance and Communication 

• To ensure that compliance system (EVERY) in Estates, Facilities Management and Health & Safety are 

managed effectively.  

• To ensure there are accurate and up-to-date information/records / reports relating to the areas of Estates, 

Facilities Management and Health & Safety.  

• To identify and take appropriate action on issues arising from data, systems, and reports, setting deadlines 

when necessary and reviewing progress on action taken.  

 

Finance 

• To ensure that orders placed for approved site works/services are in accordance with approved policies, 

procedures, specifications, timescales and that the work is supervised and completed satisfactorily.  

• To provide relevant information to the Trust Estates Management Team to assist with annual budgeting 

and longer-term financial planning processes. 

• Working with the Trust Estates Management Team to ensure best value is achieved in premises related 

operational expenditure, including identifying and implementing efficiency savings, obtaining quotes for 

services and repair work required in line with the Trust’s financial procedures. 

 

 

 

 



 

 

 

 

Housekeeping 

• To ensure that cleaning is undertaken to the required standards. 

• Premises are routinely inspected to ensure that they are safe for all building users and to prevent loss 

or damage to buildings and property.   

• Identify any problem areas or issues and provide appropriate solutions in line with the building’s 

operating procedure.   

• Contribute to the maintenance of a safe working environment for oneself, colleagues, occupants, and 

visitors.   

• All assigned premises are always kept in a clean and hygienic state.   

• Routine & non-routine cleaning tasks are carried out safely and appropriately.   

• Active participation in energy and environmental matters towards sustainability.  

  

Other Specific Duties: 

• The role is located at Field Lane Primary School but there is a need to work across our schools, with 

multi-site working at academy / school level, based on the needs of the Trust and requirements of the 

role. 

• The role holder will be required to open up Field Lane Primary school each morning. The core hours will 

be 7am until around 3pm daily (subject to completion of weekly hours), however, these hours and days 

may vary from time to time, subject to the operational needs of the Trust and in agreement with your 

line manager. 

• To attend team meetings and staff meetings and maintain confidentiality inside and outside the 

workplace. 

• To continue personal and professional development as required. 

• To actively engage in the performance review process.   

• All support staff may be used to perform appropriate duties as and when required by the Trust, 

commensurate with the salary grade of that post if it is higher than the employee’s current salary. 

• To work in the best interests of the Trust, its pupils, parents and staff. 

• To adhere to the Trust’s policies and procedures with particular reference to Child Protection, Equal 

Opportunities, Teaching and Learning and Health and Safety. 

 
 

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task 

undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a 

manager to undertake work of a similar level that is not specified in this job description. 

This job description is current at the date shown, but, in consultation with you, may be changed by the Trust to 

reflect or anticipate changes in the job commensurate with the grade and job title and/or Trust. 

 



          

 

 

 

Job Title: Site Manager (Primary Schools) 

KEY CRITERIA ESSENTIAL DESIRABLE 

Qualifications  

 

• Possess GCSE qualifications, including a 

minimum of grade C / 5 in English and 

Maths. 

• Full UK driving licence and possess a vehicle 

to travel between academies. 

• NVQ Level 3, or equivalent in Building or 

Facilities Management or proven experience 

• Be working towards or already achieved a 

nationally recognised Health and Safety 

qualification.  

 

• NEBOSH certificate level 

• NVQ4 or above, or equivalent in 

Building or Facilities Management. 

Experience • Facilities management experience in a 

similar role.  

• Practical building or maintenance skills. 

• Experience in Health & Safety operations and 

responsibilities.  

• Experience of working with a range of 

contractors on capital and / or maintenance 

projects. 

• Experience of managing a rolling programme 

of maintenance. 

• Experience of managing cleaning, security 

and grounds maintenance services. 

• Experience of managing a team.  

• Experience of delivering services to meet 

customer needs. 

• Experience of managing competing priorities 

and working to tight timescales. 

 

• Experience of working in a school, 

academy, trust or other 

educational based background  

• Experience of working effectively 

on capital projects. 

 

 

 



 

 

 

 

 

 

 

 

 

 

Knowledge & 

Understanding 

 

 

 

 

• Knowledge and understanding of Health 

and Safety requirements.  

• Knowledge and understanding of Building 

Management Systems. 

• Excellent customer service skills and the 

ability to understand the needs of the 

business. 

• Excellent organisational and time 

management skills and the ability to 

prioritise work for yourself and others. 

• Ability to disseminate knowledge and good 

practice to other members of staff. 

 

Personal 

Qualities 

 

• An excellent record of attendance and 

punctuality. 

• Ability to relate to and communicate with a 

wide range of people (staff, external 

contractors, external customers etc.) with a 

calm and courteous manner. 

• Self-motivation and personal drive to 

complete tasks to the required timescales 

and quality standards.  

• Commitment to continuous self-

development including undertaking 

qualifications in key areas. 

• Self-awareness.  

• Sense of humour.  

• Reliability, integrity and stamina. 

• Resilience and perspective. 

 


