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Site Services Manager
JOB DESCRIPTION
Grade 5 (£27,711-£33,366)– 37 hours per week, all year round, on a shift system

Key Purpose of the Job

The Site Services Manager is responsible for overseeing the daily operations and management of the school facilities to ensure a safe, efficient, and conducive learning environment for both students and staff. This role includes coordinating maintenance, managing resources, ensuring compliance with safety regulations, and liaising with staff and the Trust Estates Leadership Team. The Site Services Manager will also supervise Site Service Officers, implement facility improvements, and manage administrative tasks related to the school's physical infrastructure. By maintaining a well-organised and operationally effective site, the Site Services Manager directly contributes to the overall success and smooth functioning of the organisation.

Key Responsibilities

Shift Management
· Plan and manage shift patterns for Site Service Officers, ensuring adequate coverage during the school day, events, and for absences such as annual leave or illness.
· Plan and manage shift patterns to ensure adequate coverage of planned minibus routes. 
Maintenance & Development
· Support the school’s maintenance programme and contribute to additional initiatives as outlined in the school’s asset management plan.
· Ensure school vehicles are correctly maintained.
· Make recommendations for additional areas of training. 
· Contribute to the wider Trust estates vison and strategy.

· Monitor and reduce utility usage ensuring, lighting, hot water and heating systems are managed in line with occupational hours.
Health & Safety Compliance
· Serve on the Health and Safety Committee, ensuring that all statutory building inspections are completed and up-to-date.

· Maintain the school’s compliance tracker, book in contractors, upload evidence and address any issues.

· Report accidents promptly and manage contractors to ensure adherence to health and safety regulations.

· Oversee the quality of workmanship on-site and ensure that routine building checks (e.g., fire system testing, pool chemical checks, fire door inspections, access control systems, and critical alarms) are completed on schedule.

Budget Control
· Collaborate with the Head of Estates to manage premises maintenance budgets, ensuring effective allocation of financial resources.

· Raise orders for goods and services, ensuring cost-efficiency and value for money.

· Monitor expenditure closely to stay within budget, providing regular updates on budget status.

Security & Site Safety
· Ensure the security of the site, including buildings, grounds, boundaries and assets.

· Oversee the routine opening and closing of premises, alarm systems, and risk assessments for all site duties.
· Organise and participate in the out of hours call-out rota attending to emergencies. 
Building Work Oversight
· Manage the day-to-day operations of any planned building work, ensuring compliance with contract conditions and safety standards.

Reporting & Communication
· Provide regular updates to the Trust Estates Leadership Team on the progress of maintenance projects and address any delays or issues.
· Attend monthly Estates meetings.
Supervision of Site Officers
· Oversee the performance of Site Service Officers, ensuring acceptable standards of work and prioritising tasks through the Estates helpdesk.
· Update HR systems with absence, return to works, annual leave, and performance reviews. 
· Ensure that all workers follow Health and Safety regulations and receive the necessary training for their roles.

Contractor Oversight
· Complete site inductions and ensure contractors follow safeguarding standards and sign-in/sign-out procedures.

· Monitor the progress of contractors to ensure high standards of work, compliance with safety regulations, and prevention of damage to school property.

· Liaise with School and Trust Estates Leadership to ensure contractors meet deadlines.

Visitor Management
· Maintain safeguarding standards for visitors to the school site, ensuring they comply with the school’s sign-in/sign-out procedures.

Site Cleanliness & Grounds Maintenance
· Ensure the school site is clean and welcoming, free from graffiti, litter, and debris.

· Oversee grounds maintenance through close management of contractors, and perform routine maintenance tasks such as clearing drains and gullies.

Swimming Pool
· Be responsible for maintaining the pool plant room and swimming pool cleanliness.

· Ensure chemicals are within safe levels and order necessary supplies (chemicals and PPE equipment).

· Perform regular pool maintenance, including backwashes, vacuuming, and report any pool-related issues to the PE Department, Community Lettings, and Estates Leadership Team.

Community Letting
· Communicate school events and support the effective use of school facilities by external groups.

· Assist with tasks that enhance community use of the premises and provide support during emergencies related to lettings or facility use.

Emergency Procedures & Weather Conditions
· Ensure emergency procedures are in place for Site Officers to respond to emergencies.

· Monitor weather conditions and coordinate the safe clearance of snow and ice to maintain safe access for staff, students, and visitors.

General Maintenance & Repairs
· Undertake repairs such as carpentry, plumbing, and general maintenance to ensure the proper functioning of school systems, including heating and hot water.

Cleaning & Hygiene Standards
· Monitor cleaning standards across the school, liaising with the cleaning contractor to maintain cleanliness, particularly in high-use areas like toilets, corridors, and the swimming pool.

Compliance & Record-Keeping
· Maintain accurate records of maintenance work, training, and inspections via the digital Estates portal.

Other Duties
· Be proactive in expanding your knowledge in health and safety, statutory compliance through continuous professional development.

· Support and assist with any other duties as required by the School, Estates Leadership Team, or Governors, ensuring the overall smooth operation of the school site.
· Be willing to work at other schools in the Trust.
This role requires a proactive and organised individual with excellent leadership and communication skills to manage the day-to-day operations and ensure that the school site is maintained to the highest standards, ensuring the safety and well-being of all staff, students, and visitors.

Person Specification
	
	Job Requirements

	Knowledge of


	· Understanding of budget holder responsibilities
· Understanding of statutory building compliance such as, asbestos, legionella, working at height, fire safety
· Managing, motivating and supervising a team to meet deadlines and exceptional standards
· Carpentry, plumbing, painting, and cleaning

· Awareness and understanding of pool plant operations and chemical checks


	Skills and Abilities


	· Ability to lead a team and work as part of a team

· Able to liaise and communicate confidently and effectively to provide information/guidelines and instructions appropriately
· Ensure the site is always kept in excellent condition

· Ability to undertake minor repairs and maintenance work including carpentry, plumbing, and general handyman duties

· Ability to complete and maintain appropriate records digitally
· Good IT skills in digital maintenance systems, E-mail and TEAMS

· Good written communication and numeracy skills

· Ability to be able to identify and implement new procedures

· Ability to work in a school environment

· To undertake and/or contribute to training and be involved in the development of staff

· Willingness to promote and adapt to requirements of new technology and new initiatives 
· Ability to work effectively with minimum supervision

· Ability to prioritise and manage conflicting work-loads and achieve deadlines

· Maintain a professional relationship with staff and students, maintaining confidentiality and discretion at all times

· To be calm under pressure to seek appropriate solutions

· To respond quickly and effectively to emergencies or disruptions
· To monitor and refine current defined procedures and implement appropriately
· Be solution focused



	Educational and Experience
	· Good level of general education
· Have a background or trade discipline or be able to demonstrate maintenance experience
· Strong leadership skills

· Proven site experience, preferably though not essentially within an educational establishment
· Good level of IT or experience operating a helpdesk system



	Special Requirements
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. 

· A Criminal record Disclosure will be required prior to appointment


