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Job Title:		Site / Facilities Manager
Reporting To:		Deputy Headteacher 
Grade / Salary:		Grade 6 
Hours of Work:	Full time – hours to be confirmed (may involve split shifts and occasional out‑of‑hours duties including site lettings).
Responsible for:	Site Staff — presently one Cleaner

Job Purpose
To take overall responsibility for the management, maintenance, security, and operational effectiveness of the school premises. The role ensures buildings, grounds, plant, vehicles, services and facilities are safe, well‑maintained, fully compliant and support a positive learning environment.
This includes responsibility for health and safety, statutory testing, contractor management, cleaning and maintenance standards, security, and supporting school operations.
Key Duties and Responsibilities
1. Health, Safety and Compliance
Act as the lead for health and safety on site, ensuring compliance with legislation, Trust policies and good practice.
Complete, maintain and review risk assessments (including COSHH) and ensure relevant staff are aware of requirements.
Coordinate statutory inspections and compliance checks (fire, asbestos, water hygiene, gas, electrical).
Develop and monitor safe systems of work and maintain comprehensive compliance records.
Promote a positive health and safety culture across the school.
Maintain up‑to‑date knowledge, working towards or holding IOSH or similar accreditation.
Contribute to health and safety audits, complete self‑assessments and support external audit processes.
Ensure all contractors and visitors follow safeguarding and H&S procedures.
Attend Mercian Trust CPD sessions and weekly site briefings as required.
2. Security and Site Access
Ensure the effective operation of security systems including alarms and surveillance.
Open and close school premises as required.
Act as emergency key holder and respond to callouts.
Respond appropriately to emergencies, and take appropriate action for breaches, vandalism or unauthorised access.
3. Plant, Equipment, Utilities and Vehicles
Oversee the operation, maintenance and repair of plant, equipment and mechanical/electrical systems.
Ensure efficient operation of boilers, heating, ventilation and other essential systems.
Monitor utilities and maintain continuity of services.
Drive the school minibus (subject to licence and checks) and ensure roadworthiness, fuelling, servicing and record keeping.
4. Cleaning, Grounds and General Appearance
Supervise and support cleaning teams to ensure high standards across the site.
Organise and oversee cleaning schedules.
Manage ordering and stock control for cleaning and hygiene supplies.
Maintain external grounds including drains, gullies, pathways and car parks.
Clear spillages, blockages and other hygiene issues as needed.
Ensure safe access during adverse weather (snow clearance, gritting).
5. Repairs, Maintenance and Decoration
Undertake or supervise minor repairs, maintenance, decorating and general upkeep.
Maintain equipment, tools and plant safely and liaise with external services for repairs.
Log, prioritise and respond to maintenance requests efficiently.
6. Contractors and Project Management
Lead and coordinate site projects from planning to completion.
Liaise with contractors, Trust colleagues and external agencies.
Ensure all works meet safeguarding, H&S and quality expectations.
Supervise contractors on site to ensure compliance with safeguarding, health and safety, and school procedures.
Identify issues that may impact project timelines or budgets and escalate as needed.
7. Resources, Stores and Porterage
Maintain accurate records of maintenance, inspections, servicing and site work.
Manage stock levels of consumables (e.g., grit, bulbs, toiletries, cleaning products).
Receive, store and distribute deliveries.
Set up and clear furniture and resources for school events.
8. Lettings and School Functions
Support school lettings including checking documentation and ensuring spaces are prepared.
Provide site cover for lettings where required.
9. Support to the School
Promote and safeguard the welfare of pupils.
Support reception and general duties where required.
Engage professionally with pupils, staff, parents and visitors.
Uphold equality, confidentiality, and data protection requirements.
Encourage opportunities for students to develop practical skills where appropriate.
10. General Responsibilities
Undertake any other duties reasonably requested by senior leaders.
Adapt to changing demands and maintain a flexible, positive approach.




Safeguarding and Child Protection
The Mercian Trust is committed to safeguarding and promoting the welfare of children and young people. The post holder must share this commitment and will be subject to an enhanced DBS check and all relevant safeguarding checks.

Equality, Diversity and Inclusion
The Mercian Trust is committed to equality of opportunity and welcomes applications from all sections of the community. The post holder is expected to support and promote the Trust’s values in this area.

This job description may be amended at any time following discussion with the post holder and in line with the needs of the school and the Trust.
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