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JOB DESCRIPTION

POSITION: Assistant Site Manager
REPORTS TO: School Business Manager and Site Manager	
LOCATION: Heathermount School or such other place as the school may reasonably require.
PAYSCALE: Salary from £31,000 to £35,000 depending on qualifications and
experience.
 
MAIN PURPOSE: 
To support the Site Manager in ensuring that the buildings, grounds, and vehicles are maintained efficiently and effectively to a high standard. Undertake day-to-day operational duties across the site, deputising for the Site Manager as required, ensuring Health & Safety regulations are observed and the school environment remains safe, secure, and well maintained.
[bookmark: _ig199nnn4e5]MAIN TASKS AND RESPONSIBILITIES
[bookmark: _ha7afjx0lnat]Leadership & Deputising
· Act as a deputy to the Site Manager, taking a proactive role in the day-to-day management of the school estate.
· Deputise for the Site Manager during periods of absence, taking responsibility for operational decisions, Health & Safety checks, site readiness, and emergency response.
· Conduct regular site inspections and audits of buildings, grounds, facilities, and school vehicles to ensure safety, security, and compliance with regulations.

[bookmark: _qukb1mbnnzs4]Security, Access & Emergency Response
· Act as a key holder for the school, including opening and closing buildings, setting/unsetting intruder alarms, and securing internal areas for staff, pupils, community users, cleaners, and contractors.
· Undertake end-of-day and pre-opening security checks, ensuring buildings are vacated, doors/windows/gates secured, alarms set, and utilities safely switched off.
· Respond to emergency call-outs outside of normal working hours, assessing risks, liaising with emergency services or contractors, and ensuring the site is left safe and secure.
· Provide support during fire alarm evacuations in line with school procedures.

[bookmark: _ou3jyyq1hg0g]Maintenance, Grounds & Facilities
· Plan, coordinate, and carry out routine and reactive maintenance across the site, including minor plumbing, carpentry, decorating, repairs, and preventative maintenance.
· Lead inspections and surveys of grounds, trees, playing fields, and outdoor facilities (including play equipment), ensuring compliance with safety standards.
· Maintain the safety, cleanliness, and presentation of external areas, including snow clearing, gritting, litter removal, hedge cutting, and weed control.
· Take responsibility for waste management operations and support maintenance, servicing, and repair of school vehicles.

[bookmark: _fwkapzgvz5qs]Cleaning & Contractors
· Take a lead role in cleaning management, including overseeing contractors, conducting audits, coordinating emergency cleaning, and ensuring compliance with safe storage and use of materials.
· Escort contractors and visitors on site as required, ensuring safeguarding, security, and Health & Safety standards are maintained.

[bookmark: _2t9dpa63eyi]Events & Operational Planning
· Support operational planning for school events, ensuring site readiness, logistical arrangements, and Health & Safety compliance.
· Undertake portage duties, including setting out and clearing furniture/equipment for assemblies, exams, productions, and community use.

[bookmark: _g0qa77840rl4]Health & Safety & Compliance
· Undertake statutory checks, including legionella testing, emergency lighting inspections, and fire safety checks.
Maintain accurate, timely, and compliant records for maintenance, inspections, audits, and statutory checks.

[bookmark: _88vojaefmose]Operations and Logistics
· Support operational planning and logistics across the site, ensuring smooth day-to-day operations.
· Drive and use school vehicles as required.
· Support the Site Manager with budgetary decisions for maintenance and operational needs.

[bookmark: _lxumd9wiv4q0]
[bookmark: _ffcv1twbwjlj]
[bookmark: _7f2izdloonoz]
[bookmark: _bq4defo2b69b]
[bookmark: _2jt7ndxnbifv]Administration and General
· Maintain records, logs, and documentation related to maintenance, inspections, Health & Safety, and cleaning.
· Use basic ICT skills for emails, calendars, and record keeping.
· Undertake training relevant to the role.
· Carry out any other reasonable duties as directed by the Site Manager or School Business Manager.
[bookmark: _n1iphjcdgfn1]Working Conditions and Physical Ability
· The role involves working both indoors and outdoors, often in varying temperatures and weather conditions.
· Physical effort required includes bending, stretching, lifting, carrying, and manual handling.

CHILD PROTECTION

All employees have a duty for safeguarding and promoting the welfare of children and young persons.  Staff must be aware of the school’s procedures for raising concerns about children's welfare and must report any concerns to the Designated Safeguarding Lead without delay.   Staff must also ensure they complete the appropriate level of safeguarding children training identified by the school as relevant to their role.
[bookmark: _1kqp4oyc89vo]VALUES, ETHICS AND CONFIDENTIALITY
When working for the school all employees are required to work responsibly and be accountable for their actions, upholding dignity and the rights and health and wellbeing of our pupils and their colleagues. This is achieved by ensuring that school values and behaviours are demonstrated in everything we do, and this creates the culture of the school.
All staff are required to respect the confidentiality of all matters they may learn relating to their employment, other members of staff and the public.

This job description is intended to be a dynamic document, subject to agreed alteration and development in line with the evolution of the role.
Staff member's name: _________________________________
Signature: _________________________________
Date: _________________________________
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