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	Job Description
Assistant Site Manager
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Title of post: Assistant Site Manager 
Salary scale: Scale 5 Point 13-17

Contracted working weeks:  Term time plus 4 weeks   
Hours per week: 37.5 hours


	
Purpose of the Post:
To take day-to-day responsibility for the provision of efficient and effective management of facilities and to support the school. Including ensuring that the security and general appearance of the buildings and surrounding areas are maintained in accordance with the required standards set by the school, and that heating and fire systems operate at optimum efficiency. The post holder will plan and prioritise own work without direct supervision. Evening and weekend work may be required.  The postholder will require a full UK Driving Licence (manual).
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Main Duties and Specific responsibilities:

· To assist the Site Services Manager with the day to day running of the Academy, to cover holidays and to undertake key holding duties including opening and locking the buildings.

· Monitor and record readings as appropriate for essential services, e.g., gas, water, electricity.

· To ensure heating plant and equipment is efficiently and effectively operated, adjust as necessary and report defects and malfunctions to the Site Services Manager.

· To be responsible for maintaining the security of the premises and its contents.

· To clean light fittings replacing where necessary minor parts such as tubes, bulbs, fuses, starters, and diffusers, in accordance with safe working practices.

· To undertake a range of handyperson duties such as remedial painting and decorating, repairs to fittings and small-scale improvements, fitting shelves/ notice boards.

· Remedial action after break-ins, for example boarding up broken windows, reglazing small or large internal windows.

· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, and clean up spillages as required.

· In the event of a burst or leaking water pipe, the water supply should be turned off, spillage removed, and furnishings cleaned.

· To ensure that gullies, drains etc. are kept free from debris and that the school and ground are litter free. Litter bins are to be emptied, and the contents disposed of on a daily basis.

· To be responsible for ensuring clear and safe pedestrian access to the school, particularly in adverse weather conditions (e.g., snow clearing, gritting).

· To be responsible for minibus bookings and will be required to organise regular safety inspections and servicing of both buses.

· Carry out daily, weekly, monthly checks of systems. 

· To undertake tasks as required including setting up and clearing away furniture following school events.

· To control the provision of toiletry items including requisition, storage, and distribution of such items.

· To monitor stock levels of consumable items such as grit, PPE, lighting, and arrange to replenish supplies in accordance with current procedures.

· To maintain appropriate records including intruder alarm logbook and fire alarm book. To test alarm systems weekly and lighting when appropriate.

· To report emergencies in the case of faults with gas, electric and water supply to the Site Services Manager.
 
· Manage all contractors on site, ensuring that all health and safety requirements are met, monitor their performance, and inspect completed work.

· Uses equipment within Health and Safety regulations and deal with any faults.

· Be responsible for own health and safety as well as colleagues.

· To adhere to COSHH regulations and consumables and the use of protective clothing and equipment.

· Contributing to the overall ethos/work/aims of the organisation.

· Working with the Site Services Manager, being accountable for the general maintenance and upkeep of the site and buildings, managing building/repair works in liaison with line manager, and keeping appropriate logs, records, and reports.

· Ensure that all furniture arrangements and accommodation requests are in place on time, especially for examinations, and including erection and dismantling of staging for school productions.

· To support with cover for lettings during evenings and weekends as and when required.

· Any other duties that the Site Manager, Operations Manager or Principal may reasonably request under the remit of the post.

· Update Every Compliance system






	
Planned Preventative Maintenance and Compliance:

· Ensure that any remedials or repairs are followed up in a timely manner to ensure the school remains compliant.  This may be completed in-house or with external contractors.

· Ensure complete and accurate information for all work is recorded in the computerised maintenance management system ‘Every’ as directed by the Site Services Manager.


	
General responsibilities:

· Comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Be aware of and support difference and equal opportunities for all.

· Contribute to the overall ethos/work/aims of the school.

· Establish constructive relationships and communicate with other agencies / professionals.

· Attend and participate in regular meetings.

· Participate in training and other learning activities and performance development as required.


	

Line manager (also responsible for performance management)

· Site Services Manager, Operations Manager and ultimately, the Principal



	
The above job description does not define in detail all the duties and responsibilities of the post in question. It may be necessary to re-evaluate areas of responsibility. After due consideration and discussion areas may be amended in consultation with the Executive Principal.

The Learning Community Trust is committed to safeguarding and promoting the welfare of Children and young people. All post holders are subject to an enhanced DBS check (including a check on the children’s barred list) for the successful applicant. References will be checked following the Learning Community Trust recruitment and selection process. We are committed to equality and diversity and follow the Safer Recruitment practices as set out in the Statutory Guidance - Keeping Children Safe in Education.


	
Review arrangements

This document will be reviewed following end of year performance management reviews.  However, either party may raise issues at any time that is appropriate.







Signed………………………………………………… (Post holder)


Signed………………………………………………….. Principal


Date………………………………………..


An electronic copy of this document will be kept with your personnel records.




























Person Specification
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	ESSENTIAL
	DESIRABLE

	Qualifications


	· GCSEs grades 9 - 4 (A* to C) in English and Maths



	· Health and safety qualifications.


	Work experience and desired vocational training
	· Practical maintenance ability and some knowledge of plumbing and electrics.
· Administration and financial systems.
· ICT applications, spreadsheets, access, word processing.
	· Experience of working in an Educational Setting
· Technical knowledge
· Relevant experience in:
Building, fire, asbestos, legionella, COSHH and health and safety regulations.


	Other relevant experience and/or interests
	· To facilitate smooth operation of school activities.
· Undertaking timetabled cyclical maintenance work.
· Knowledge of plant equipment.

	

	Specialist knowledge 
	· Safe operation of sites
· Action plans and remedial works

	

	Job related personal skills
	· Motivated
· Punctual
· Ability to relate well to children, staff and parents
· Work on own initiative and be part of a team and buy into the academy’s values
· Have a positive ‘can do’ attitude.
· Be hungry to make a real difference.
· Be humble enough to accept feedback in order to continually improve.
· Be calm and logical under pressure.
· Be highly organised. 
· The post is ideally suited to a person who can be flexible and undertake responsibilities that ensure the security of the Academy buildings, respond to callouts and work alongside the Site Manager to ensure the day to day running of the Academy.
· To be able to deal with staff, students and parents with sensitivity and confidentiality.

	

	Special Working Conditions
	· Flexible approach to working environment
· Ability to meet the physical demands of the post. For example, lifting items of furniture – exam desks, table and chairs.
· Ability to bring to the role - initiative, enthusiasm, professionalism and commitment.
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