
Oak Wood Primary and Secondary School
	Job Description

	Post Title
	Assistant Site Manager  

	Grade
	F

	Salary
	£26,403 – £28,142 (pay award also pending)

	Hours
	37 hours per week, 52 weeks per year

	Responsible to:
	ICT and Facilities Manager

	Responsible for:
	Cleaning and Caretaking staff


Broad Description:

To act as the primary on-site premises lead for the school, supporting the ICT and Facilities Manager in the effective day-to-day operation, maintenance, security and safety of the school site.
The Assistant Site Manager will ensure that the premises operate safely and efficiently on a daily basis, carrying out maintenance tasks, overseeing contractors and responding to operational issues. The post holder will be expected to work alongside the other estates team members on an opposite shift pattern, on a weekly rotation of early and late shifts. The role requires a proactive and practical individual capable of identifying and resolving day-to-day maintenance issues independently.
Responsibility for others (other than employees managed/supervised): The post has some impact on the well-being of individuals or groups.
Responsibility for staff: The post has direct responsibility for a team of staff including supervision, work allocation, checking work, performance management plus overseeing contractors working on site.
Responsibility for physical resources: The post has considerable responsibility for cleaning, maintenance and repair of a range of equipment or buildings and / or responsibility for security of buildings. 

The ICT and Facilities Manager may not be based at the school on a daily basis so the post holder will need to operate with a degree of independence in ensuring the site runs effectively on a day-to-day basis. Regular communication with the ICT and Facilities Manager will take place through meetings, telephone or digital communication to ensure appropriate oversight and support.
Typical Tasks, Duties and Responsibilities
Site maintenance: 

· Ensure that the site is maintained and fit for purpose

· Carry out maintenance work and repairs within there competence
· Responsible for basic tools and equipment and reporting items, repairs and maintenance work that is required and is beyond the competence of the other school site staff
· Regular checks for and report damage as appropriate

· Act as the on-site contact for contractors and direct them to areas requiring repair or maintenance.
· Inspect work of contractors where satisfaction note required

· Operate heating plant to maintain certain temperatures and ensure adequate supply of hot water available

· Carry out frost precaution procedures

· Carry out procedures in event of fire, flood, breaking and entering, accident or major damage

· Assist with emergency site access during adverse weather or other emergency situations
· Ensure playing areas and paths are free from litter

· Ensure drains and gullies are inspected to ensure free flowing and clean, dealing with blockages as necessary

· Ensure that caretaking and cleaning equipment is in a safe and working condition 

· Undertake decoration within schools
· Provision of porterage service for supplies around the site (delegating as appropriate)
· Carry out routine water hygiene checks including TMV testing and hydrotherapy pool monitoring and maintenance where required.
· Assist with, co-ordinate or undertake annual PAT testing
· Assist with minibus daily checks, driving and delivering to garage for servicing
· Escalate significant issues to the ICT and Facilities Manager where required.
· Maintain communication with the ICT and Facilities Manager through scheduled updates and reporting.
· Use the trust estates management system to monitor helpdesk requests, record maintenance tasks and ensure risk assessments are completed.
Security and access: 

· Carry out security procedures for the school buildings and grounds

· Opening and closing and security of premises and grounds.
· Operation of alarm systems to ensure maximum security when premises unattended.

· Take action to prevent trespass on the premises

· Ensure unauthorised parking of vehicles does not occur

· Registered key holder, responsible for the security keys to the premises

· Liaison with appropriate alarm company, police call-outs and other emergencies outside normal working hours, should the site manager be unavailable.
Health & Safety:

· Complete regular fire and sprinkler tests, maintaining log books
· Advise ICT and Facilities Manager of any Health and Safety issues relating to the premises
· Using the estates management tool to ensure compliance

Cleaning and waste disposal:

· Supervise and assist with cleaning of the premises, ensuring high standards

· Ensure the premises and furnishings are cleaned in accordance with the school’s standards, including supervising, organising and appraisal of work of cleaning staff

· Ensure regular removal of clinical and hazardous waste from school into a specific bin for collection
Stock:

· Receive delivery of stock, materials etc. and ensure appropriate storage.

· Replenishing consumable premises supplies around school e.g. toilet tissue, towels etc.

Lettings: 

· Prepare for after-school activities and ensure accommodation is prepared for normal school use 

· Undertake school lettings in accordance with the lettings’ procedures

Staff Management (cleaning staff):
· Manage and supervise cleaning staff 
· Assist ICT and Facilities Manager in training and development of cleaning and estates staff
· Support and direct other estates staff
Other:

· Moving equipment and resources as required

· Undertake training as appropriate
· Assist with staff rotas and allocation of daily tasks.
· Attendance to specific school meetings if required
· Issues involving significant cost, structural works, Health and Safety or compliance risks must be escalated to the ICT and Facilities Manager for discussion and approval
· Any other duties at the discretion of the Site Manager and Heads of School and Chief Operations Officer.
Please note that this document provides a broad description of the types of duties/activities involved in this role. They are not intended to provide an exhaustive list of duties and the successful candidate will be expected to undertake other duties considered commensurate with the role.
	Assistant Site Manager 

Person Specification - (key requirements of the role)



	Category
	Essential 
	Desirable

	Experience
	Previous experience of working in a caretaking/site maintenance role.
	Experience of site management in a school environment.

	
	Previous experience of managing a team of staff 
	

	
	
	Experience of working with contractors and lettings

	Qualifications
	Good literacy and numerical skills (GCSE or equivalent)
	Pool Plant Operators Certificate Level 3 (or equivalent)

	
	Full Driving Licence & Willingness to drive minibuses
	D1 qualification

	Knowledge,

Skills and

Abilities
	Good knowledge and understanding of the Health & Safety regulations and procedures, including H&SAWW, COSHH, Manual Handling and moving Procedures
	Pat Testing

	
	Ability to carry out procedures, routines and follow instructions as well as problem solving skills
	Basic building maintenance skills (plumbing, carpentry, decorating etc)

	
	Ability to communicate well with young people and other team members
	

	Personal Qualities
	Good organisation skills and the ability to prioritise workload
	

	
	Ability to plan short to medium term
	

	
	Ability to use initiative and have a proactive approach
	

	
	Ability to respond to unforeseen circumstances with minimum supervision
	

	
	Willingness to learn and develop skills
	

	Other Factors
	Flexible and willingness to work outside of normal hours
	Willingness to become a First Aider

	
	Honest and trustworthy
	

	
	Good sense of humour
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