KNOLE ACADEMY

JOB DESCRIPTION

NAME:





JOB TITLE:
            Assistant Site Manager       



RESPONSIBLE TO:
 Site Manager

                                   Headteacher
GRADE:

 Knole Academy Scheme 6 Full time All year round
ACCOUNTABLE for: assisting the Site Manager managing and maintaining the academy premises to ensure the safety, cleanliness, security and good condition of the buildings, facilities and grounds.  

The safeguarding of children and young people underpins the work of the Academy and must be adhered to as a prime responsibility. All staff working in the academy must read and understand 
our safeguarding policy and statutory guidance on safeguarding before employment begins and on a regular basis.  In addition, certain particular duties are reasonably required to be exercised and completed in a satisfactory manner
PRINCIPAL RESPONSIBILITIES:
Under the supervision of the Site Manager:
· To work closely with the site manager to ensure the Academy site and its buildings are maintained to a high and safe standard complying with all legislation
· To deputise for the Site Manager in his absence, delegating and making appropriate decisions
· To attend to the opening and closing of the premises at designated times and to be responsible for general security at all times. In addition the academy site staff may be called out at unsocial hours or at weekends to deal with security problems

· To supervise contractors undertaking work on the academy premises (eg. window cleaning, pest control, boiler maintenance, sanitary disposal, cleaners etc), to ensure that the terms of contracts are met and that H & S procedures along with (working with Asbestos) are adhered to
· To ensure all contractors comply with safeguarding of children legislation eg DBS and checking for photographic ID
· To supervise the cleaning contractor and ensure that high levels of cleanliness are maintained at all times

· To supervise the ‘deep clean’ requirements and ensuring that H & S procedures are adhered to
· To supervise the grounds maintenance contractor ensuring that all academy requirements are met and that H & S procedures are adhered to
· To ensure that all roads, paths, access points and entrances are free of snow and ice to ensure safe passage as directed by the Academy winter working procedure
· To ensure that the highest possible standards of work, cleaning and hygiene are maintained throughout the academy
· To continually monitor the condition, cleanliness, safety and security of the site reporting any defects to the site manager
· To drive the school minibus/coach accompanying students on school trips and visits
· To check and log school alarms, emergency lights and batteries weekly to minimise the possibility of theft or vandalism, and to maintain the fabric of the buildings thereby ensuring a safe and sound working environment for staff, pupils and visitors
· To ensure all CCTV adheres to statutory regulations
· To convey staff requests for repairs and minor improvements to the site manager
· To carry out operations around the school (ie. Cleaning lampshades and lighting diffusers, replenishing of soap, towels, toilet paper, sweeping the canteen floors after lunch, etc)
· To carry out all regulatory tests making sure they are carried out at the appropriate time (eg appliance testing) Training will be provided
· To ensure that all legislative procedures are undertaken and recorded as per requirements eg Asbestos Register.
· To manage a risk assessment system
· To participate in regulatory training
· To induct and train new caretaking staff as necessary
· To carry out other duties as may be deemed reasonable by the Line Manager
General Duties:

· To ensure that the safeguarding of students is a primary concern
· To be responsible for personal continued professional development
· To adhere to Health and Safety Regulations
· To be a first aider (training will be given if necessary).

· To keep confidential any issues related to Knole Academy which are deemed confidential

· To participate in appropriate meetings

· To read, understand and adhere to all Academy policies 

This job description is not necessarily a comprehensive definition of the post.  It will be reviewed at least once a year and it may be subject to modification at any time after consultation with the holder of the post.

Signed…………………………………………. (Post Holder) 
Date……………..

Signed………………………………………… (Headteacher)
Date……………
	KNOLE ACADEMY
PERSON SPECIFICATION – Assistant Site Manager


The person specification is related to the requirements of the post as determined by the job description. Short listing is carried out on the basis of how well you meet the requirements of the person specification. You should refer to these requirements when completing your application.  The Assistant Site Manager must have:-

	
	Essential
	Desirable
	Measured

	Education & 

Qualifications
	· A minimum of Level 2 or equivalent standard of education

· A first aid qualification (training will be given if necessary)

· Minibus and coach licence (training will be given if necessary)
	· Experience of working within a caretaking/maintenance or school setting

· Holder of a D licence
	· Application

· Interview

· Reference

	Skills
	· Must be able to use own initiative, work independently, motivate and inspire with a creative approach to problem solving

· Ability/experience to delegate duties and make appropriate decisions in the absence of the Site Manager

· Ability to carry out building maintenance, decoration and repairs
· Must have excellent communication skills, both verbal and written

· Good ICT skills

· A good working knowledge of Microsoft Office/Outlook
	
	· Interview

· Application

· Reference

	Attributes
	· The ability to work calmly under pressure and have the ability to adapt quickly and effectively to changing circumstances/

situations

· A flexible working attitude – able to work shifts/evenings and weekends

· The ability to work as part of a team

· A good sense of humour

· Appropriate attire for this position

· A high level of integrity

· An organised and methodical approach to practical and administrative procedures

· The ability to work unsupervised

· An understanding of relevant policies, codes of practice and legislation including Health and Safety regulations, COSHHH and risk assessments within a school environment

	
	· Application

· Interview

· Reference
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