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We are looking to appoint enthusiastic individuals to a variety of roles within our Premises 

teams across our Trust.  Due to expansion of existing teams and the retirement of 

longstanding Premises staff, we have several opportunities to appoint a Site Manager and 

Caretaker.  These roles will support Headteachers and the Trust central team to ensure the 

efficient management, operation and maintenance of the Trust estate. 

 

Although the roles will encompass all aspects of premises management, there will be a 

requirement to focus on compliance and health and safety, alongside assisting our 

academies with their day-to-day operational management.  The postholder(s) may be 

required to work with a variety of Trust academies. 

 

We require applications from Individuals that are driven and can recognise and build on 

current strengths whilst leading a culture of continuous improvement. The challenge will 

be to ensure consistent alignment between our academies and ensure we maintain our 

reputation within our local community 

 

The Trust has an existing reputation for high quality education with a relentless focus upon 

high expectations and aspirations.  We are a friendly, dynamic and innovative Trust and 

pride ourselves on our commitment to ensuring student progress through high quality 

teaching and learning provision for all. The successful applicant will share these values and 

play an active part in delivering on this commitment. 

 

 

 

Site Manager 

Gravesham & Sevenoaks 

Full time & part time considered 

37 hours per week (term time only considered) 

Headteacher 

AAT D  - AAT E (FTE £26,393 - £29,716)  

Local Government Pension Scheme 



 

 

  

• Ensure that the estate Is a safe and secure environment for our stakeholders. 

• To contribute to the development and management of the estate(s). 

• To ensure annual programmes of maintenance are followed to guarantee timely availability of 
high-quality facilities for stakeholders and, within available capacity, for community users.  

• Undertaking planned preventative maintenance and remedial works as required; undertake 
minor repairs such as decorating (I.e. not a formally qualified tradesperson). 

• Operate and regularly check Infrastructure, Including, but not limited to, heating, water 
distribution, cooling, ventilation, lighting, security (fire and Intruder alarms). 

• Engage with Trust-approved contractors for planned and unplanned maintenance works and 
minor works, as required.  Where required, oversee external contractors undertaking capital 
works, working with the Trust central team to ensure compliance with the Construction (Design 
and Management) Regulations 2015. 

• To assist with the identification of areas to improve the Trust’s sustainability. 

• To be proficient in computing and work with the Trust central team to keep appropriate records 
updated. 

• Work with the Headteacher to ensure the Health & Safety policy is robustly implemented and 
put into practice at academy level.  

• To compile and review risk assessments to enable the identification of hazards and risk 
assessments across multiple sites.  

• Ensure systems are in place for effective monitoring, measuring, and reporting of health and 
safety issues to the Headteacher and Trust central team.  

• Ensure the maximum level of safeguarding and security consistent with the ethos of the Trust.  

• To promote a culture where health and safety is paramount and where continuous 
improvement is sought in efficient delivery of service to all customers.  

• To complete regular training as required for the role, In line with Trust policies. 

 
 



 

  

• To ensure that planned preventative maintenance is completed on schedule and within 
budget to keep the academy estate operational, and provide a safe working environment, 
monitoring progress against planned works, following Trust policy. 

• To ensure compliance and adherence to all relevant health and safety standards in relation to 
the Keeping Children Safe in Education (KCSIE) document guidelines including risk 
assessments, safe method of works, and regular testing and maintenance.    

• Systems and record keeping – to ensure all registers and records are adequately maintained 
in the format required.   

 

This job description will be reviewed annually and may be updated or amended at any time in 

consultation with the post holder. The job description does not form part of the contract of 

employment but describes the way the post holder is expected and required to perform and 

complete the duties set out above.  

 

• To build strong relationships with community users of the Trust premises.   

• Where required, assist with the management of lettings, communicating and offering 
good customer service to relevant stakeholders as necessary.   



  

GCSE or equivalent level, including at least a Grade C in English and maths ✓  
Full UK Driving Licence and access to vehicle ✓  
Relevant Professional Qualification  ✓ 

Health and Safety Qualification(s)  ✓ 

Previous relevant experience  ✓ 

   

Strong understanding of compliance and health and safety ✓  
Able to communicate effectively across all levels and to a range of stakeholders ✓  
Effective time management and prioritisation skills, working to deadlines ✓  
Knowledge of Microsoft Windows operations systems, including commonly 

used applications (for example, Office 365) 

 ✓ 

Experience in the education sector  ✓ 

Experience in a similar role  ✓ 

Ability to analyse complex problems and present coherent, achievable solutions. 

Flexibility of approach. 

Commitment to excellence. 

Willingness to attend training and development as required. 

Positive, ‘can-do’ attitude. 

Willingness to seek out and implement new ideas and innovative solutions. 

Willingness to engage in wider school life. 

Skills and Knowledge 

Personal Qualities 
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