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Application Pack 
Site Maintenance Officer
Thank you for your interest in our vacancy.

The following information contains further details including the job description and person specification.
	Appointment Type
	Permanent

	Start Date
	As soon as possible


	Hours
	· 37 hours per week on the below alternating weekly rota6am-2pm and 11am-7pm Monday to Thursday.
· 6am-1:30pm and 11:30am-7pm on Fridays.
· 52 weeks per annum.

	Additional ‘to know’
	· Occasional evening functions or events which may go past working hours which will be paid at overtime rate.
· 7 day on-call rota which is 1 in 4 across the site team. This consist of attending to any out of hours emergency call outs by our alarm monitoring company and the leisure centre. Occasional weekend opening/closing of site for selected lettings or events.
· To be a trained First Aider (FAW 3 day-course).

	Salary Scale
	Sandbach High School and Sixth Form College pay scale
[bookmark: _Hlk223609975]Grade 5 £25,801.04 - £28,598.72


	Closing Date
	Friday 1st May 2026


	Interview Date
	TBC



Sandbach High School and Sixth Form College is committed to the safeguarding and promoting the welfare of children and young people and we expect all our employees and volunteers to share this commitment.  This post is exempt under the Rehabilitation of Offenders Act 1974 and the successful candidate will be subject to an enhanced check by the “Disclosure and Barring Service” along with other stringent vetting and induction processes.

Application forms can be accessed from www.sandbachhigh.co.uk 





	Job Description – Site Maintenance Officer
 
BASIC JOB PURPOSE
· To be responsible for the security of the premises and its contents, including being a registered key holder.
· To ensure that the lighting and heating systems are in good working condition and conducting other routine checks such as daily, weekly and monthly checks.
· To carry out cleaning duties, in the event of spillages, leaks and other public areas.
· To undertake minor and major repairs i.e changing of light fittings, electrical sockets, PAT testing, plumbing tasks, carpentry etc.
· To assist general grounds maintenance duties in and around the school environment.

MAIN RESPONSIBILITIES
	1
	Maintain the school building, including effecting minor or major repairs and improvement works. Decorate interior and exterior to a high standard in order to fulfil the schools specific requirements., carry out site walk arounds to identify any Health & Safety issues and report/ action accordingly.

	2
	Monitor and operate the engineering systems (i.e. boiler rooms and heating etc.) and advise Line Manager of any faults in order to ensure the most economical use of fuel and water.

	3
	Responsible for the day-to-day operation and maintenance of appropriate site security systems, including opening and closing the building at the beginning and end of the school day, lettings outside of school hours and responding to call outs as necessary in order to provide satisfactory security arrangements where required.

	4
	Maintain and monitor Health & Safety standards in line with the schools’ policies. i.e complete annual Smartlog refresher training for Fire Safety, Electrical Safety, Working at Height, working with Asbestos etc. Ensuring that all working areas are kept clean and tidy.

	5
	To be a First Aider (FAW) 3 day course.

	6
	Carry out general grounds maintenance duties in and around the school which includes;
· Site cleaning with machinery and push sweepers.
· Assisting SMA with emptying of bins
· Assisting SMA with litter picking duties to keep areas free from litter.
· Assisting SMA with portering duties with large and heavy deliveries.

	7
	Setup for school events i.e parents evening, exams desks, lettings and other setups as requested by the school.

	8
	Receive delivery of supplies, furniture and parcels into the school; ensuring correct distribution to the appropriate department/classroom/teacher.

	9
	Order supplies in order to maintain the necessary stock of appropriate resources needed within the site team and ensuring any COSHH related items are handled/stored correctly.

	10
	Carry out gritting procedures and snow clearing during winter months to ensure that site is safe in line with the schools gritting policy.






This job description will be reviewed where necessary and may be subject to                amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks; it sets out the expectations of the school in relation to the post holder’s professional responsibilities and duties.

Person Specification - Site Maintenance Officer
	
	
	     Essential 
	
	Desirable 
	How 
identified 

	Qualifications and Training 
	• • 
	· Literacy and Numeracy skills at Level 2.

	
	
	Application 

	Relevant Experience 
	• 
• 
	· Operation of cleaning equipment, power and hand tools.
· Building maintenance i.e electrical, plumbing and carpentry.

	• 

	Experience of working in similar environment undertaking general and major maintenance duties.
	Application 
References 
Interview 

	Skills and Knowledge 
	• 
· • 
• 
· • • 
• 
	· Good knowledge and understanding of health and safety, electrical regulations and COSHH.
· Good IT skills e.g. use of email, use of word and Excel and other computer software.
	
	
	Application 
References 
Interview 

	Personal 
Qualities 
 
 
 
 
 
 
	• 
• • • 
• 
	· To be able to work as part of a team and build positive relationships. 
· An ability to take initiative and seek advice where appropriate. 
· Energy and enthusiasm.
· Good communication
· Flexibility for the schools needs. 
· Commitment to safeguarding and promoting the welfare of children and young people. 
· A commitment to continue own personal development. 

	
	
	References Interview 




All staff at Sandbach High School and Sixth Form College are expected:
· To adhere to the school’s corporate standards, policies, systems and procedures in relation to Safeguarding and Child Protection, and health and safety
· To set a personal example that contributes to the positive ethos of the school
· To be committed to the life of the school and to support its distinctive mission and ethos
· To behave at all times in accordance with the school’s values
· To agree annual performance targets with their Line Manager
· To promote the school favourably in the community
· To engage actively in the performance review process, addressing appraisal targets set in conjunction with the line manager each autumn term.
· To participate in training and other professional development learning activities as required.
· To promote equal opportunities and celebrate diversity in all aspects of the school.
· To play a full part in the life of the school community, to support its distinctive aim and ethos and to encourage staff and students to follow this example.
· To adhere to the school’s Staff Code of Conduct and the Dress Presentation Code.
· To comply with the school’s Health and Safety policy and undertake risk assessments as appropriate.	 
· To be familiar with and promote safeguarding requirements, demonstrating adherence to the DfE Guidance ‘Keeping Children Safe in Education’ and the school’s Safeguarding/Child Protection policies.
· To be aware of and comply with all school policies and procedures, in particular those relating to conduct, child protection (as above), health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

Safeguarding 
· Sandbach High School and Sixth Form College is committed to keeping children, young people and vulnerable adults safe. The post holder is responsible for promoting and safeguarding the welfare of the children, young people and vulnerable adults for whom she/he is responsible or comes into contact with. 

Health & Safety 
· The post holder will be responsible for his/her own health and safety. All duties and responsibilities must be carried out in line with the specific requirements detailed in the school Health and Safety policies. 

Policies & Procedures 
· The post holder will be accountable for ensuring that he/she is aware of relevant school policies and that all duties and responsibilities are carried out in line with the appropriate policies and procedures. 

Equality Act 2010
The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).
We will consider any reasonable adjustments under the Equality Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.
	 	



Thank you for your interest in our school.

We look forward to receiving your application.

All applications should be emailed to recruitment@sandbachhigh.co.uk
	Closing Date
	Friday 1st May 2026


	Interview Date
	TBC
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