
  

 
ROLE PROFILE 

SITE MANAGER G7 
 
Job Purpose 
 
Under the direction of the Headteacher and/or delegated nominee the Site Manager is 
responsible for the maintenance and good working order of the School, so as to provide 
an appropriate safe and secure environment for all stakeholders including pupils and 
staff. 
The post holder will be responsible for prioritising their daily work and that of their team, 
managing their time effectively and be accountable for decisions taken within delegated 
authority. 
Provide reports as required for the Headteacher and/or delegated nominee, the SBM, 
school Finance Manager and the Board of Directors (Governing Body) on site related 
matters. 
 
Main Duties and Responsibilities 
 
1.  Good Order and Maintenance of the School Premises 
 

 Responsible for supporting the Headteacher and/or delegated nominee in 
ensuring and promoting the safety, security, maintenance, caretaking, cleaning 
standards and general well-being of the school. 

 Ensure that the school is open and closed at the designated time and check that 
all is in order. 

 Identify and maintain a record of repairs and report appropriate information to the 
Headteacher and/or delegated nominee 

 Work with the SBM and school’s Finance Manager concerning the budgets for 
servicing, repairs, cleaning and site and grounds maintenance. 

 Monitor the consumption of gas, electricity and water through monthly meter 
readings and reports from the Energy Team. 

 Clean an agreed area of the school and additional cleaning tasks during the 
school holidays. 

 Identify/cost and maintain the stock of utilities/resources (e.g. soap, towels, toilet 
paper, etc) and be responsible for ordering these within the agreed budget. 

 Maintain the grounds in a clean and tidy condition, including sweeping (clearing 
litter from car park, paths, playground areas, cutting back plant growth, 
sweeping/clearing up leaves, etc.) 

 Prepare the hall/s for assemblies, function and lettings and assist with dining 
arrangements as required. 

 Assist with deliveries and moving furniture and equipment as required 

 Undertake minor repairs, improvements, decoration of the school site, with the 
range of own individual skills and capacity including during the school holidays 
and during periods of overtime. 

 
2.  Safety and Security of the School Premises and its Contents 
 

 Support the Headteacher in ensuring the safety of the site and the people on it at 
all times. 

 Responsible for carrying out general risk assessments relating to the School 
building, grounds and equipment 

 Ensure that the buildings are secured after use, both internally and externally.  
This includes checking that all valuable equipment is in an alarmed area. 



  

 Responsible for ensuring that all relevant statutory compliance monitoring and 
maintenance is carried out within the required timeframes and that relevant 
associated records are accurately maintained (e.g. fire safety records, electrical 
testing records) 

 Responsible for maintaining records of any hazardous materials on the school 
site and ensuring that Health and Safety guidelines are followed. 

 
3.  Furniture and Equipment in the School 
 

 Responsible for the good working order of school furniture, equipment and 
fittings. 

 Identify and purchase in liaison with the School Bursar, necessary furniture, 
fittings, equipment and tools. 

 Maintain accurate records of caretaking and cleaning tools and equipment. 
 
4. Supervision of Staff 

 

 Line manage and supervise Assistant Site Manager/s  

 Monitor site cleaning staff to ensure that the buildings are maintained to a high 
standard. 

 Complete all relevant administrative work (e.g. holiday calendars, lettings cover, 
timesheets, annual leave forms etc.) and ensure that all appropriate persons are 
kept  

 Ensure that the Site Team including Assistant Site Managers and cleaners have 
access to and undertake appropriate training 

 
5.  External Contractors  

 

 Follow required financial guidelines with regard to tendering processes. 

 Monitor and evaluate contracts to ensure best value and that the school’s needs 
are met.  

 Work with the SBM and School Finance Manager concerning tenders and 
contracts 

 Liaise with and give access to contractors; monitor and ensure safe and 
appropriate working practices; take appropriate action if and when problems 
arise 

 Ensure that contractors use the permit to work system. 

 Work in liaison with the Headteacher and/or delegated nominee including 
relevant consultants with regard to site projects and developments. 

 
6.  General Duties 
` 

 To undertake relevant training as required 

 To arrange cover for site staff on annual/sick leave. 

 Be a visible presence when on duty for open evenings, concerts, lettings etc. and 
help ensure the safety and security of all of those on site. 

 To establish and maintain appropriate professional relationships with all school 
staff, students, parents, governors and visitors. 

 To read, understand and adhere to all relevant school rules and policies including 
those relating to equal opportunities, health and safety, child protection, finance 
and dealing with pupils staff and parents.  

 

 



  

 

 

Please note that the above is illustrative of the general nature and level of responsibility 

of the work to be undertaken, commensurate with the grade. It is not a comprehensive 

list of all tasks that the post holder will carry out. 

This job description may be amended at any time in consultation with the post holder. 

 

Last review date:       February 2019 

 

Executive Headteacher / line manager’s signature:___________________________ 

 

Date:  _______________________________________  

 

Post holder’s signature:_________________________________________________ 

 

Date:  _______________________________________ 



  

 
SITE MANAGER  

PERSON SPECIFICATION 

 

Essential Desirable 

EDUCATIONAL ACHIEVEMENTS and QUALIFICATIONS  

Good general education 
 

 

JOB RELATED SKILLS, KNOWLEDGE AND EXPERIENCE 

Experience of working in a site 
management role in a school or other 
relevant environment 

Recognised training in one or more 
relevant trades/subjects 

An ability to manage work of self and team 
effectively 

Experience of managing a team 

Ability to work both independently and as 
part of a team, and to use own initiative in 
a range of situations 
 

Experience of working with children and 
families in a school setting 

Experience of liaising with and managing 
external contractors 
 

Experience of managing a budget 
 

Good literacy, numeracy and IT skills 
 

Experience of record keeping to 
demonstrate Health & Safety compliance 

Understanding of Health & Safety 
Regulations, including COSHH and risk 
assessment, and how these apply within a 
school environment 
 

 

Good time keeping and organisational 
skills 
 

 

Ability to prioritise effectively and see tasks 
through to completion 
 

First Aid qualification or willingness to 
undertake training 
 

DIY skills and an ability to undertake minor 
repairs and improvements within the 
School 
 

 

Clean driving licence and use of own 
transport 

D1 Minibus licence 
 

PERSONAL QUALITIES 

Good interpersonal skills to allow effective 
communication with colleagues, other 
stakeholders and external contractors etc.  
 

 

Good level of fitness with ability to access 
all areas of the site as required 
 

 

Confidence, warmth, sensitivity, reliability, 
maturity and enthusiasm.  
 

 

Willingness and ability to work flexibly to 
respond to emergencies and meet the 
changing needs of the school. 
 

 

 


