
 

Job Description 

Assistant Site Manager [Caretaker] 
Post Title: Assistant Site Manager [Caretaker] 
Responsible to: Site Manager 
Hours: 37 hours per week, 52 weeks per year (part-time will be considered)  

The ideal working pattern would be 11.00am – 7.00pm  
Salary: Grade 5 

 

Context: Under the direction/instruction of the Site Manager the purpose of this post is to assist in the 

provision of maintenance, security and safety of the school premises, site, and providing a safe environment 

for all students, staff and visitors. 

Key Responsibilities:  

• Support the main keyholders and be responsible for the security of the premises, to include the daily 

locking of premises 

• Occasional out of hours unlocking and locking up the premises for lettings or events 

• Respond to fire and intruder alarms when on site 

• Carry out regular health and safety compliance checks to maintain safe conditions and working practices in 

line with health and safety policy and procedures 

• To undertake a range of minor maintenance work, as agreed with the Site Manager, with regard to the day 

to day maintenance of the premises, its furnishings and grounds e.g. decorating, minor repairs, drain 

clearance, rubbish removal. Including the use of power tools. 

• Liaise with and escort contractors and others to sites of repair and maintenance 

• Maintaining appropriate records as required. 

• Responsible for emergency cleaning duties arising during the working day including including graffiti 

removal, litterpicking 

• To undertake general portering duties to include the setting out and putting away furniture as necessary. 

Eg examinations, classroom set up 

• Have a good level of computer literacy, using online systems for record keeping 

• Other general tasks as directed by line managers 

• Willingness to undertake any relevant training 

• Comply with and promote and ensure the health and safety of pupils, staff and visitors at all times. 

• Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, 

confidentiality and data protection, reporting all concerns to an appropriate person 

The list of duties in your job description should not be regarded as exclusive or exhaustive. 
There will be other duties and requirements associated with your job, and, in addition, as a term of your employment you 

may be required to undertake various other duties as may reasonably be required. 
 

Faringdon Community College and The Trust are committed to safeguarding and promoting the welfare of all 

children and preventing extremism.  We expect all staff and volunteers to share in this commitment.  All post 

holders in regulated activity are subject to appropriate vetting procedures and a satisfactory “Disclosure and 

Barring Service (DBS) Enhanced Check.  

 Shortlisted candidates will be subject to online searches for publicly available information.  

 The Trust is an equal opportunities employer and we welcome applications from a range of backgrounds to 

represent diversity in line with our schools’ community.” 

 



   
 

 
Qualifications and Experience 

 

Qualities Essential/Desirable 

Experience   

Caretaking/site-keeping experience in a school or similar environment. 

Undertaking repairs and maintenance including experience of, and competence in, 

use of power tools, basic carpentry, decorating, and routine grounds maintenance 

Working at height 

Competent lone working 

Moving and manual handling procedures 

First fix plumbing and heating issues 
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Qualifications & Training 

NVQ 2 or equivalent qualification or experience in relevant discipline 

Good numeracy/literacy skills 

English GCSE or equivalent qualification 
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Knowledge & Skills 

Basic DIY Skills and Comfortable using a range of tools and equipment to 

undertake various repairs and maintenance tasks e.g. drills 

Appropriate level of fitness to undertake perimeter checks, portering duties etc 

Able to use of ICT, in particular email and Internet 

Willingness to extend knowledge of use of ICT and other specialist 

equipment/resources 

Knowledge of web-based business management systems for recording compliance 

checks and regular maintenance issues 

Self-Motivation 

Ability to relate well to children and adults 

Knowledge of Health & Safety procedures and precautions 

Knowledge of COSHH regulations 

Awareness of health and hygiene procedures 

Knowledge of moving and handling procedures 

Work constructively as part of a team, understanding school roles and 

responsibilities and your own position within these 

Willingness to participate in development and training opportunities 
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