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Life Skills Enterprise School 

Job Description
Title:


Site Manager 
Responsible to:        Executive Principal & Headteacher  
Contract:

Permanent Term Time Only, 8:00am – 5:00pm (45 Hours per Week)
Salary:
Kent Scheme Pay KSG £38,304
PURPOSE OF JOB

To ensure the school premises, buildings, grounds, and facilities are maintained to a high standard, providing a safe, secure, and clean environment for pupils, staff, and visitors. The Site Manager leads on maintenance, compliance, security, Health & Safety, and supervision of site staff.
KEY RESPONSIBILITIES

1. Premises & Maintenance

· Conduct routine inspections of buildings to identify repairs and maintenance needs.

· Carry out minor repairs (DIY, plumbing, carpentry, painting, basic electrical tasks).

· Manage and supervise contractors on site, ensuring work meets standards and safeguarding expectations.

· Maintain a planned preventative maintenance (PPM) schedule.

· Ensure heating, ventilation, lighting, and alarm systems operate effectively.
2. Health & Safety Compliance

· Act as the school’s main Health & Safety contact for the site.

· Complete and maintain risk assessments, COSHH logs, and site compliance documentation.

· Ensure all statutory checks are completed (e.g., fire alarms, emergency lighting, water flushing/legionella, asbestos monitoring).

· Support fire drills and ensure evacuation routes are clear.

· Promote safe working practices across the school.
3. Security

· Responsible for opening and closing the school, including alarm activation/deactivation.

· Ensure the site is secure out of hours.

· Respond to out-of-hours emergencies (alarm activations, weather issues, break-ins).

· Manage keys, access control, and visitor/contractor sign-in procedures.
4. Cleaning & Facilities Management

· Oversee the cleaning team, ensuring high standards of cleanliness across all areas.

· Manage cleaning schedules, supplies, and equipment.

· Ensure waste management and recycling are carried out effectively.
5. Grounds Maintenance

· Maintain playgrounds, car parks, pathways, gardens, and external areas.

· Ensure grounds are safe during bad weather (snow/ice gritting, fallen branches, flooding).

6. Leadership & Management

· Line-manage site staff (assistants, cleaners, caretakers).

· Plan staff rotas and oversee performance and training.

· Monitor the premises budget and order supplies/equipment.
7. Compliance & Record Keeping

· Maintain detailed records of checks, inspections, services, and maintenance.

· Report major concerns to the School Business Manager/Headteacher promptly.

· Assist with school audits, insurance claims, and capital project planning.

Person Specification

Essential
· Experience in premises or facilities management.

· Strong practical maintenance/DIY skills.

· Knowledge of Health & Safety, COSHH, and safeguarding procedures.

· Ability to respond flexibly to the needs of the school.

· Good communication and teamwork skills.
Desirable
· Experience in a school or similar setting.

· Relevant qualifications (e.g., IOSH/NEBOSH, trade qualification).

· First aid training.

	Safeguarding
	Life Skills Enterprise is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.


This job description may be amended at any time after discussion with you but will be reviewed annually through the Appraisal Process. Furthermore, you are required to carry out any other reasonable duty as directed by the Executive Principal or Headteacher. 
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