Job Description: Assistant Site Manager
Reports to: 		Site Manager
Start date:		ASAP
Salary: 		Ark Support Staff scale Band 4: £24,027 - £25,583
Hours: 		36 hours per week (52 weeks a year – 26 days holiday per year)
Work Pattern: 	To be agreed - shift rota between 6.30 am and 7.15 per week

The Role 
To assist the Site Manager in ensuring the school site is maintained in a safe, clean and secure condition as required and to undertake such tasks that may be necessary for effective site management. This will include site maintenance, waste disposal, caretaking, grounds services, security, vehicle maintenance and cleaning. 
Key responsibilities 
· To assist in ensuring that all school buildings and grounds are cleaned to agreed standards and specifications. This includes:
· Assisting with the day to day supervision and direction of the school cleaning staff as required
· Undertaking agreed cleaning tasks not included in the school's cleaning specification
· Ensuring an appropriate response to spillages and ad hoc cleaning needs
· Maintaining a litter free environment
· Undertaking emergency cleaning and removal of graffiti as well assisting with daily scheduled s cleans
· To carry out repair and maintenance tasks (including an agreed programme of planned preventative maintenance) to all school buildings, grounds and utilities so that they are carried out properly, promptly and to a high standard. This includes:
· Ensuring the operation of heating & ventilation systems
· Maintaining and clearing the external areas of the school grounds and roof gulleys
· Ensuring that internal areas of the school are clean and safe to use by all occupants
· To assist in keeping all school buildings and grounds secure, reporting breaches of security and ensuring that any resultant damage is repaired or fault rectified promptly and to a high standard. This includes:
· Operating the building systems including intruder and fire protection alarms.
· Locking and unlocking internal and external doors as required, activating, de-activating and testing automated alarm and bell systems
· Preventing unauthorised access and unauthorised or unsafe parking on the school site
· To assist with regular site inspections to identify hazards and defects ensuring that remedial actions are taken, including:
· Reacting promptly and appropriately to work requests and reported or observed hazards, with due regard for the health and safety and welfare of all premises users and visitors including contractors
· Ensuring that appropriate signs and notices have been displayed
· Ensuring that fire exits are accessible and that firefighting equipment is correctly positioned and serviced
· Assisting with fire and other evacuation procedures, drills and training
· Maintaining paths and roads keeping them free of slip hazards, removing snow and treating ice when required
· Notifying appropriate agencies where there is a pest or vermin problem and dealing with the problem as directed
· To undertake various porterage, administrative and letting duties including:
· Undertaking/arranging for the safe storing and moving of items of furniture, equipment and provisions as required. 
· Receiving and directing, as appropriate, all deliveries for the school, assisting in the reception and vetting of visitors and dealing with or referring enquiries as appropriate.
· Maintaining stocks of materials, protective clothing and equipment as required
· Delivering and collecting small items in the locality of the school
· Taking and recording meter readings 
· Manage stock and raise orders as required onto Concur
· To participate and cooperate with a planned roster to cover necessary work times and undertake out of hours work as may reasonably be required including an emergency response service
· To help supervise all contractors on the school site
· Assist in the maintenance of statutory documentations
· To support pupils, teachers, parents and other colleagues to create an effective and purposeful learning environment. 
· The post holder may be required to undertake other duties that are commensurate to the post holders abilities and position.


Person Specification: Assistant Site Manager

Qualification Criteria 
· Right to work in the UK
· To have sound experience or basic training in one or more of the following; plumbing, general and grounds maintenance, electrical/building maintenance, heating systems

Experience 
· Experience of working in a maintenance environment
· Considerable DIY experience at minor maintenance level 
· Trade or craft experience in the building industry or in a maintenance setting is desirable

Personal characteristics 
· Ability to work autonomously and as part of a team
· Willing to carry out instructions accurately and perform routine tasks
· Hard working, conscientious and detail orientated 
· Adaptable, organised, and able to work with minimum supervision
· Resilient, motivated and committed to driving up the standards of work and achieving excellence.
· Approachable, flexible, and calm with a ‘can-do’ attitude.
· Keen to learn and develop your own skills 

Specific skills 
· Practical understanding of health & safety and security procedures and practices
· Qualified First Aider or willing to undertake suitable training
· Midas Trained or willing to undertake suitable training
· Basic computer skills or willingness to learn (e.g. e-mail, MS Word, Internet)
· Skills in plumbing, carpentry/joinery and painting to a competent DIY standard
· Ability to monitor and report on structural faults/repairs
· Ability to communicate and liaise effectively with persons at all levels including contractors

Alignment with Ark Vision
· Relentless drive to do whatever it takes to ensure high expectations are upheld
· Ability to be customer focussed
· The courage and conviction to make a difference

Other 
· The post holder must be committed to the safeguarding and welfare of all pupils.
· This post is subject to an enhanced Disclosure and Barring Service check
· The post holder must be willing to work outside core hours and during weekends according to the requirements of the academy, both on a roster and on call basis, with a maximum commute to the site not exceeding 20 minutes
· The post holder must be able to meet the physical demands of the role

Ark is committed to safeguarding and promoting the welfare of children and young people in our academies. In order to meet this responsibility, we follow a rigorous selection process which will include questions about safeguarding. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check. This post is covered by Part 7 of the Immigration Act (2016) and therefore the ability to speak fluent English is an essential requirement for the role. 
Ark requires all employees to undertake an enhanced DBS check. You are required, before appointment, to disclose any unspent conviction, cautions, reprimands or warnings under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975. Non-disclosure may lead to termination of employment. However, disclosure of a criminal background will not necessarily debar you from employment - this will depend upon the nature of the offence(s) and when they occurred. To read more about Ark’s safer recruitment process, please click this link.  
We aim to build a diverse and inclusive organisation where everyone – staff and students – can do their best work and achieve their full potential. We want to reflect and represent diverse perspectives across our organisation because we know that doing so will make us stronger and more effective. To know more about Ark’s diversity and inclusion commitments, please click on this link. 

