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JOB PROFILE

Assistant School Site Manager

Grade PS4/PS5
Reporting to: 
School Site Manager
Main Purpose
In conjunction with the Site Manager, the main purpose of this role is to ensure the smooth running of both St Peter’s School and St Thomas of Canterbury school sites, managing any school premises issues as they arise, ensuring that they are safe, clean and secure for students and staff at all times.  The Assistant School Site Manager will need to have a hands on approach, as a significant proportion of the day will be involved with practical and reactive day to day maintenance activities, working with the Site Manager to find proactive ways of working.  

To cover for the School Site Manager during any leave of absence. 
Key Accountabilities
Site Maintenance

Contribute to maintaining both sites in a good state of repair and maintaining heating and lighting to all parts of the premises, in order to minimise risks to the health and safety of those using the school sites and to ensure that the activities can take place in an environment suited to learning.  
· Assisting with monitoring the condition of the buildings and grounds, ensuring agreed standards are achieved and maintained. 

· Under the instruction of the Site Manager make effective repairs and improvements to the sites when necessary to ensure lessons and other activities can proceed with minimum disruption.
· Assisting in maintaining long and short-term maintenance schedules, taking into account urgent need and health & safety issues. 

· Liaise with private contractors as necessary in order to ensure that both schools are always well maintained.

· Support major works projects to improve both sites facilities in a structured and planned manner.

· Assisting with monitoring the use of heating and lighting and services to all areas of both sites and helping produce reports, if requested, advising management in order to ensure the most economical use of all utilities.
· Having an eye for detail to ensure both school sites are kept presentable; taking pride in making sure the sites are kept neat, tidy and looking at their best.  
Health & Safety and Compliance

· Assisting with ensuring all Health and Safety and risk assessment requirements are adhered to.  Helping to monitor and keep a detailed record of all statutory tests, checking that these are kept up to date, including: the fire alarm testing / emergency lighting / water testing / PE and playground equipment checks / asbestos monitoring / electrical equipment testing / periodic fixed electrical testing and any other statutory jobs. 

· Assisting with maintaining a register of risk assessments and ensuring a rolling programme of auditing risk assessments is implemented to ensure they are still relevant.

· Assisting with ensuring that all equipment and machinery are kept in a safe working condition, reporting any concerns to the School Site Manager & School Business Manager. 

· Assisting with ensuring that any contractors visiting the sites are made aware of the school policy in relation to smoking, of the fire evacuation procedure, of child safeguarding processes and procedures and are shown a copy of the Asbestos Register.
· Assisting with obtaining risk assessments and method statements from third party contractors prior to them starting work on site.
· Assisting with ensuring that the fire alarm is checked weekly and a record of the test maintained.
· Assisting with ensuring that the firefighting equipment is checked weekly and any fire extinguishers that have been discharged are replaced immediately.
· Assisting with ensuring that a register of all hazardous chemicals in use on the sites are developed and maintained.
· Assisting with maintenance of safe access/exit routes and walkways around the various halls, offices and classrooms.

School Minibus Maintenance

· Responsible for the basic daily check of the schools’ minibuses, recording checks and reporting any problems to the Site Manager and overseeing garage repairs as necessary.
· Responsible for the basic weekly checks and maintenance of the schools’ minibuses, including water & Oil levels, Tyres, lights/indicators and horn, first aid kit, mileage records etc.  Recording checks and reporting any problems to the School Site Manager. 
· Ensuring the minibuses are regularly cleaned (inside and out)
· Booking MOT’s, servicing and 12 weekly maintenance check, in conjunction with the minibus calendar booking system. 
Security

· Assisting in managing and operating the sites security systems.

· Opening and closing at the beginning and end of the school day and occasional evenings and weekends where required.

· A key holder, on call in case of emergencies.
Portering

Responsible for the provision of portering services, handling deliveries and school set-ups for school events and activities, to ensure that supplies are in place and school activities can proceed.  Supporting the School Site Manager as needed.
· Dealing with school set-ups for assemblies, exams, lettings and other school activities, paying particular attention to manual handling safe practices. Liaising with all necessary stake-holders to ensure planned activities are set up accordingly avoiding conflicts between planned school activities and lettings.

· Dealing with the transfer of school chairs/tables to school events being held outside of the school grounds.
· Dealing with the collection, receiving and distributing of deliveries around the sites. 

Cleaning
· Assisting with monitoring procedures to ensure that the sites are kept clean, safe and stocked with all the necessary maintenance and PPE supplies.

· Keep all outside hard areas clean and tidy, e.g. litter clearance, leaf sweeping.
· Collect and dispose of refuse when required.
· Carry out ad-hoc emergency cleaning as required.


General

· To undertake specific tasks as identified by the School Site Manager, School Business Manager or Headteachers as and when required.
· Drive the school minibus as an when required.
· To be aware of and comply with the codes of conduct and policies for both schools. Act in a courteous way at all times in communications with both colleagues and other school stakeholders.

· To contribute to whole School events as and when required.

· Maintain confidentiality in and outside the workplace with particular regard to data on the school’s computer systems.

· Support the aims and ethos of the Schools, setting a good example in terms of behaviour, punctuality and attendance.

· To undertake training and development relevant to the post.


Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Assistant School Site Manager will carry out. The post holder may be required to do other duties appropriate to the level of the role.

PERSON SPECIFICATION

Essential 

· Knowledge of basic site maintenance and environmental matters

· Experience of general building maintenance and repairs

· Physical ability to carry out manual handling tasks, e.g. lifting climbing and moving items
· Knowledge of Health & Safety procedures
· Full, clean driver’s license with a willingness to take any necessary tests to become a school minibus driver
· Good communication skills and a strong team player with the ability to stay calm and diplomatic whilst under pressure
· Ability to work with suppliers and sub-contractors

· Ability to prioritise and manage workflow, whilst maintaining a flexible approach to respond to urgent requests

· Proactive with the ability to work independently and use own initiative

· Ability to respond quickly and calmly to unforeseen incidents, assess risks and respond appropriately

· A can – do, positive attitude
· Reliable and trustworthy
· An eye for detail
Desirable

· Good general educational attainment with English and Maths to a good GCSE standard
· Relevant technical qualifications
· Experience of electrical and / or plumbing work (or similar skilled manual labour)

