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Job Description
	

	JOB TITLE:
Site Manager

	GRADE:   G7
Scale 18-21

	REPORTS TO:
Headteacher, School Business Manager


	1.
	PURPOSE OF ROLE: 
Main purpose 
To ensure the school site is maintained to the highest possible standard, looking its best at all times. You will be responsible for the general maintenance, cleanliness, and security of the premises (both internal and external) to provide a safe, sound, and secure environment for staff, pupils, and the community. This includes the promotion and safeguarding of the welfare of children and young people.
 

	2.
	DUTIES AND RESPONSIBILITIES

	
	
	

Security and Key Holding
· Act as the primary key holder and first contact for police or emergency call-outs.
· Manage routine and non-routine opening and closing of premises, including alarms and securing fire doors/windows.
· Maintain accurate records of master keys and electronic alarm systems.
· Patrol the site to check for hazards, damages, or intruders and report unauthorized parking or theft.
· Ensure security during out-of-hours events, meetings, or lettings.

Health, Safety, and Compliance
· Conduct regular checking and testing of fire alarm sounders, emergency lighting, and battery banks.
· Maintain the Health and Safety manual and ensure safe working methods in accordance with COSHH assessments.
· Record and test the safety of tools, ladders, and equipment in line with PUWER (Provision and Use of Work Equipment Regulations).
· Monitor risks related to legionella, extreme heat, play equipment, and asbestos.
· Lead fire drills in consultation with leadership and maintain all relevant safety logs.


Maintenance and Energy Management
· Oversee the efficient running of heating, electrical, gas, and water systems, including frost precautions.
· Monitor energy consumption and report system failures immediately.
· Carry out minor repairs (e.g., locks, windows, gutters, paintwork) and report major issues to outside contractors.
· Admit, oversee, and log the progress of contractors working on-site to ensure standards are met.
· Ensure pathways and drives remain free from litter, hazardous materials, and snow/ice.
· 
Cleaning and Hygiene Supervision
· Supervise cleaning and caretaking staff, ensuring high standards of hygiene and cleanliness.
· Manage a relief provision for cleaning duties during staff absences.
· Deal with spillages and the removal of bodily fluids using safe handling techniques.
· Arrange and participate in annual deep cleans of classrooms and kitchens.
· Ensure cleaning equipment is maintained and that consumables (toilet tissue, soap, etc.) are restocked.
· 
Resource & People Management
· Manage small maintenance and repair budgets, obtaining quotations for goods/services to ensure "best value".
· Maintain efficient stock records and electronic inventories of equipment and materials.
· Assist in the recruitment and training of caretaking and cleaning staff.
· Coordinate porterage duties, including the movement of furniture and receipt of deliveries.
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