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Job Title:  Site Manager

Responsible to: Headteacher
Line Management: Cleaning & Site Team / Contractors (where applicable) e.g. Security / Grounds Maintenance
Grade/Salary: PN06 (08-11)
Contract: Full-time, Permanent 
Hours: 37 hours per week
Working Pattern: Split shift – early morning opening + late afternoon / evening closing with flexibility to meet school needs

Purpose of Role
To be responsible for the day-to-day management, maintenance, safety and security of the school site, ensuring a clean, safe and well-maintained environment that supports high-quality teaching and learning for pupils, staff and visitors.

Key Responsibilities
Site Security and Health & Safety
· Act as the key holder, opening and closing the school site as required.
· Ensure the security of buildings, grounds and contents at all times.
· Conduct regular site inspections, ensuring all areas are safe and well-maintained.
· Monitor and manage access to the site, including contractors and visitors.
· Carry out regular health and safety checks, including risk assessments, fire safety checks and water hygiene tasks.
· Ensure compliance with all relevant health and safety legislation, school and Embark policies.
· Maintain accurate records related to health and safety, maintenance and statutory inspections.

Maintenance and Premises Management
· Carry out routine maintenance, repairs and minor improvements to buildings, furniture and equipment.
· Identify maintenance issues and liaise with service providers and external contractors as required.
· Monitor contractor work to ensure it is completed safely, on time and to specification.
· Maintain school grounds, including basic gardening, litter picking and seasonal tasks.
· Ensure classrooms, communal areas and external spaces are maintained to a high standard.

Cleaning and Environmental Management
· Oversee daily cleaning arrangements and standards.
· Support infection control measures, ensuring appropriate cleaning regimes are in place.
· Ensure effective waste management, including recycling.
· Support the implementation of the School Sustainability Plan

Operational and Support Duties
· Work in collaboration with the Embark Federation Estates Lead.
· Lead and manage the Cleaning and Site Management Team.
· Support the preparation of rooms and spaces for events, assemblies and activities.
· Assist with delivery, movement and set-up of furniture and resources.
· Work flexibly to support the operational needs of the school, including occasional evening or weekend duties.
· Monitor and manage site-related budgets and procurement of supplies.
· Attendance at relevant training, on and off-site as appropriate 
· Carry out other duties which may reasonably be required within the general level of responsibility of the post.

Safeguarding and Professional Standards
· Promote and uphold the school’s safeguarding and child protection policies at all times.
· Work in accordance with school policies, Embark and local authority guidance and statutory requirements.
· Maintain confidentiality and act professionally at all times.

Safeguarding Statement
This school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. The successful candidate will be required to undertake an enhanced DBS check and other relevant pre-employment checks.
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