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Birchington CE Primary School

Job Description for Assistant Site Manager 
	Date


	October 2025

	Name


	

	School


	Birchington CE Primary School

	Post held
Line Manager

	Assistant Site Manager
Headteacher (immediate Line Manager – Site Manger)


	Salary scale
Christian Vision & School Values

	Kent Range 5
Every thing we do and the approach that we take stems from the words of our Christian Vision, School Values and the meaning behind our chosen parable, The Lost Sheep. We expect all staff, whatever their personal beliefs to be respectful of these. 


	               Staff
Competencies

Safeguarding Statement 
	Staff competency definitions relate to our expectations of staff and this job description – please see Staff Competency Definitions within our Performance Appraisal and Capability Policy. Detailed information on Personal Competencies, Social Competencies, Operational Excellence and Total Contribution requirements combine with this job description to define this role.

Birchington CE Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The post is subject to an enhanced Disclosure Application to the Disclosure and Barring Service and check against the ISA Barred List for Children. 



	General description of post


	The Assistant Site Manager will work under the direction of the Site Manager, although may be directed to specific tasks by the Headteacher, Deputy Headteacher or School Business Manager. The post holder will be responsible for supporting the duties of the Site Manager, covering security, heating, lighting and (as directed) the cleaning of premises, for porterage, minor repairs and maintenance and general duties of this kind associated with the support of the premises for the purpose for which these are designated. 
Working hours may be subject to variation and call-out at weekends and unsocial hours will be necessary from time to time.



	To whom

Responsible


	Site staff work under the direction of the Headteacher

	Outline of duties
	Under the direction of the Site Manager: - 

Security

· To attend to the opening and closing of the premises at designated times and to be responsible for general security at all times. In this connection, the Assistant Site Manager may be called out in unsocial hours or at weekends to deal with security problems
· Be a main key holder and be a point of contact in an emergency call out

H&S

· Walk the site, on a weekly rota basis, to check on health and safety concerns

· Respond in a timely manner to items recorded in the ‘Health and Safety’ items book

· Attend to any issues from any Health and Safety reports received and respond to the report’s author

· Ensure boiler rooms, the Site Manager Office, the workshop and stores are locked when unattended

· Ensure boiler rooms are tidy and no flammable material is stored in them
· Assist the Site Manger in maintaining the fire log folder

· Assist the Site Manger in checking emergency lighting (monthly), fire call points (on weekly rota) and fire alarm (weekly)
· Keep paths, access points and entrances free of snow, ice and other materials to ensure safe passage 

· Ensure playground equipment, shelters and the wooden play trails are kept free from litter and are health and safety checked on a weekly basis
Maintenance (grounds and internal)
· Carry out appointments and liaise with contractors with regards to servicing of equipment

· Ensure school halls and entrances to all school buildings, including soffits/roofing and gravel areas are kept clear from debris or rubbish
· Undertake specified indoor cleaning duties, including the inside surfaces of windows up to 11ft from floor level

· Assist in keeping paths, drives and other hard surfaces within the site grounds clean
· Assist with repairs and maintenance of furnishings and buildings as agreed with the Headteacher
· Maintain flower beds, baskets, bushes, trees (at a low height) and keep areas weed free   
· Reporting defects in building, furniture, fittings and plan as required by regulations or the instructions of the Headteacher

· The replenishing of soap, towels, toilet paper to all lavatories on the site as necessary

· To maintain adequate stocks of site equipment and cleaning supplies and re-order from the approved suppliers as necessary in accordance with correct procedures
Heating, Lighting and Water

· To oversee, as instructed, the efficient working of heating plant and lighting, monitor fuel consumption and re-order where necessary
· To read meters and water temperatures as necessary and maintain approved records including any concerned with energy conservation matters

· Periodically, to clean lamp shades and light diffusers, taking account of instructions given on cleaning at heights

Lettings

· When necessary, carry out security duties and associated cleaning
General

· Respond in a timely manner to items recorded in the Site Managers Job book by members of staff
· Attend regular site meetings with the Headteacher (every two weeks or as required)
· When asked, meet with Headteacher: informing them of works completed, updating on-going jobs, conducting and reporting on PAT testing and other health and safety issues

· Meet and attend to all contractors when needed
· Receive and check all goods and supplies and to distribute them as necessary

· Empty outside bins on a regular basis

· Lay out rooms for meetings/lettings

· Refer to KCC guidance with regards to duties, cleaning and health and safety

· Cleaning of both school halls x1 per month and polishing each hall during every holiday

· Such duties as the Headteacher or Governors may from time to time require that are commensurate with your job title and role
    

	Supporting

the School

Standards and

Quality

Assurance
	Where appropriate to: -
· make yourself aware and adhere to school procedures and policies

· develop a relationship to foster links between home and school keeping in mind school confidentiality

· respect the confidentiality of records and other types on information regarding pupils, parents/carers, staff and other stakeholders, keeping confidences appropriately

· liaise, advise and consult with other members of the team supporting children when asked to do so

· contribute to reviews of children’s development and progress

· attend relevant training

· be willing to share professional skills with others

· complete other tasks as directed by Headteacher which fall within the remit of the post

· support the aims, ethos and policies within the school

· uphold British Values

· adhere to all GDPR procedures

· adhere to all policies including those related to Online Safety and personal internet usage (e.g., Instagram/Facebook etc.)

· motivate pupils and other staff by being enthusiastic, respectful and willing to try new ideas and approaches  

· participate in meetings and be a positive role model to others
· be punctual and suitably dressed for the work to be carried out


	
	Your job description is intended as a reference document that identifies your main responsibilities and activities. 


	
	

	
	


Signed:  ……………………………………………….…. Staff Member          Date:.……….

Signed:  ................................................................  Headteacher           Date: ...............
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