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JOB DESCRIPTION

Assistant Site Manager



	Job Title
	Assistant Site Manager

	Reporting To:
	Site Manager

	Line Management:
	Not applicable

	Salary Grade
	6
	Point
	8-13

	Hours per week
	37
	Working weeks per year
	52
	Hours of work
	To be agreed with successful candidate



JOB PURPOSE
The post holder will be a vital member of the Site Team that currently consists of a Site Manager and a full time Caretaker. This important role will support the site manager in ensuring the school buildings, grounds, and vehicles are safe, secure, and well-maintained. They conduct daily facility checks, manage site security (locking/unlocking), perform maintenance, and ensure compliance with health and safety regulations to provide a conducive environment for learning.

MAIN RESPONSIBILITIES - under the direction of the Site Manager, will include:
· Responsibility for site management in the absence of the Site Manager.
· Conduct regular site inspections to ensure all buildings, equipment and systems are in good working order and maintained in a safe condition.
· Organise planned maintenance work and emergent repairs with site manager and/or contractors and liaise with staff to ensure the work is accomplished safely.
· Identify and action premises repairs (in conjunction with the Site Manager).
· Ensuring the security and safety of the premises.
· Lead management of the heating plant.
· Lead work related to routine minor repairs and maintenance.
· Communicate and coordinate with contractors through the Site Manager.
· Test and record results in water, hygiene, manual and other site record keeping.
· Liaise with other staff to meet the wide range of needs associated with accommodation. and services provided on the school site.
· Management of mains services, fire alarm and intruder alarm systems.
· Liaise with the Leisure Centre, Chipping Norton Pre-School and other agencies as necessary.
· Act as a named key holder in an emergency.
· Act as safety monitor in the school bus park during morning off loading of students from buses.
· Flexible shift hours on occasions.
· Availability for PTC events as required.

Holidays
A flexible working schedule will be required especially during school holiday periods to oversee work by contractors. The Site Manager and Assistant Site Manager are to liaise with the SBM and each other to ensure they are not on leave at the same time.

Health and Safety
· Undergo basic first aid training and update courses.
· Be aware of the responsibility for personal health, safety and welfare and that of others who may be affected by your actions or inactions. 
· Co-operate with the employer on all issues to do with health, safety and welfare. 

Standards and Quality Assurance
· Support the aims and ethos of the school.
· Attend team and staff meetings. 
· Undertake professional duties that may be reasonably assigned.
· Be proactive in matters relating to health and safety.
· To support the implementation of school policies and procedures, including those relating to confidentiality and behaviour.
· To identify personal training needs and to attend appropriate internal and external in-service training.
· To set a good example in terms of punctuality and attendance.

General
[bookmark: _heading=h.gjdgxs] The post holder will be required to:  
· Adhere to the school’s Equal Opportunities policy in all activities, and to actively promote equality of opportunity wherever possible.
· Work in accordance with the Data Protection Act.
· Provide a healthy and comfortable working environment, smoking is strictly prohibited.
· This Job Description is not necessarily a comprehensive definition of the post and duties may be varied to meet the changing demands of the school.  It will be reviewed at intervals and it may be subject to modification or amendment at any time after consultation with the holder of the post. 

This role includes regulated activity relevant to children. 

River Learning Trust and Chipping Norton School are committed to safeguarding and promoting the welfare of all children and preventing extremism. We conduct checks and online searches in accordance with Keeping Children Safe In Education guidance. It is an offence to apply for certain roles within schools if you are barred from engaging in regulated activity relevant to children.
For documentation, please see RLT Safer Recruitment Documents. Visit our website www.riverlearningtrust.org for up-to-date policies including our Child Protection and Behaviour policies.

This post is exempt from the Rehabilitation of Offenders Act 1974 and the amendments to the Exceptions Order 1975, 2013 and 2020. For further guidance for applicants, click this link: List of offences that are not filtered.

We don't just accept difference; we celebrate "different contributions" and are dedicated to building an inclusive environment where every colleague can thrive. If you require any reasonable adjustments during the recruitment process, please let us know so we can support you to be at your best.

All staff must ensure that the highest priority is given to following the guidance and regulations to safeguard children and young people. The successful candidate will be required to undergo an Enhanced Disclosure from the Disclosure and Barring Service (DBS) and obtain any other statutorily required clearance. Employment will also be conditional on the receipt of at least two acceptable references (1 from current/latest employer) and evidence of the formal qualifications required for the role.


Signed ………………………………………………….		Dated …………………………………………………….………
(Employee)

Signed ………………………………………………….		Dated ……………………………………………………………
(Line Manager)
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