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For Appointment of:  
Assistant Site Officer 



 
  



 



 
 
 
 
 
 

Assistant Site Officer 
 
Stone St Mary’s CE Primary  
School 

Full-time, permanent  

37 hours per week, all-year round 
 
Headteacher 
 
AAT B.2 – B.4 (£26,385 - £26,822 per annum) 

Local Government Pension Scheme (LGPS) 

Job Title 

Location 

Duration 

Work Hours 

Reporting to 

Salary 

Pension 

Stone St. Mary’s C of E Primary School is looking for a reliable, proactive, and skilled 
Assistant Site Officer to join our staff team.  
 
This is a key role in ensuring our school buildings and grounds are safe, secure, and well-
maintained for our children, staff, and visitors.   
 
As Assistant Site Officer, some key responsibilities include: 
 

 Support the Site Manager in the day-to-day maintenance and operation of the school 
premises 

 Carry out basic repairs, maintenance, and DIY tasks 
 Ensure the school site is clean, safe, and compliant with health and safety regulations 
 Act as designated key holder, providing out of hours and emergency access to the 

school site, and assisting with site security, including opening and locking up the 
premises 

 Liaise with contractors and support site projects as required. 
 
We would love to hear from you if you: 
 

 Have practical maintenance or caretaking experience  
 Are proactive, flexible, and able to work independently 
 Have a good understanding of health and safety procedures 
 Are approachable, trustworthy, and a good team player. 

About the Role 
 



 
 
  Purpose of the Job: 

Support the Site Manager to ensure the security of the school and grounds and provide a cleaning and 
general maintenance service of buildings and surrounding areas. 

 
Key duties and responsibilities: 

 Act as designated key holder, providing out of hours and emergency access to the school site, and 
assisting with site security, including opening and locking up the premises. 

 Undertake general checking and emergency cleaning of parts of the establishment, as directed. 
Carry-out indoor cleaning duties as directed.  

 Ensure outside areas are kept free from litter, sweeping leaves, emptying bins, etc.; maintaining a 
clean and tidy environment. 

 Ensure paths, access points and entrances are clear of snow and ice to ensure safe passage. 

 Undertake daily and seasonal maintenance of the site and equipment, inside and out. As required 
tasks may include changing lighting, tap washers, clock batteries and door locks.  Where 
necessary woodwork, decorating, clearing drains, toilets, and any other tasks that ensure a safe 
environment is maintained.  

 Maintain adequate supplies of cleaning materials, to meet the establishments needs. 

 Assist the Site Manager to operate and perform regular check of systems such as heating, cooling, 
lighting and security (including CCTV and alarms).  

 Drive the school minibus as and when needed.  

 Perform duties in line with health and safety regulations (COSHH) and take action where hazards 
are identified, reporting serious hazards to the Headteacher immediately.  
 



 

  

 Attend training courses as required. 

 Comply with, log and report as necessary on any matters affecting Health & Safety, Fire Regulations 
and other policies. 

 Ensure all deliveries are moved promptly to an appropriate area to keep passageways clear and 
hazard free. 

 Move heavy furniture and supplies as requested. Work at heights as required in accordance with 
Health and Safety regulations and after the completion of a Management Risk Assessment. 

 Escort and advise any contractors attending the building and provide adequate information to 
complete the task. 

 
This is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks expected 
to be carried out. The post-holder may be required to do other duties appropriate to the level of the role, as directed by their 
Line Manager / Head Teacher. 
 

 
 



 
 
 
 
 
 
 
 

 

Personal QualiƟes 
Commitment to uphold the 7 Nolan principles of public life. 
Be reliable, punctual, and flexible. 
Ability to work under pressure, be resilient and prioritise effectively. 
Must be proactive and able to use initiative. 
Good communication skills 
Must be able to remain calm under pressure and able to respond to emergencies. 
Commitment to own well-being and that of the whole school community. 

 

Skills and Knowledge 
 

 Ability to organise own workload and follow routines/instructions. 
 Must be able to communicate verbally with staff and pupils at all 

levels. 
 Must possess basic DIY skills (e.g. plumbing, decorating, minor 

repairs) and have relevant technical knowledge e.g. use of a range 
of basic tools and machinery 

 Understand and able to apply Health and Safety procedures 
relevant to the job such as (or willingness to train in): Manual 
Handling; Safe Use of Machinery and/or Equipment; COSHH; Lone 
Working; and Working at Heights.  

 Have tact and diplomacy to deal with a range of situations. 

Qualifications and Experience 
 GCSE or equivalent level, including at least a Grade C in English 

and maths 
 Level 2/3 Diploma (or equivalent) or proficient technical and 

practical skills.  
 Previous experience of working in a school.  
 Health and Safety certification (e.g. IOSH or NEBOSH) 
 Driving License       
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Aletheia Academies Trust is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff, volunteers and governors to share this commitment. 
All successful candidates will be subject to an enhanced DBS check along with other relevant 
employment checks, including overseas criminal background checks where applicable. Our 
policy statement on the recruitment of ex-offenders can be found on our website. All new 
employees, volunteers and governors will be required to undertake safeguarding training on 
induction which will be regularly updated in line with statutory guidance. 
 
Please click here to view: Our Trust policies or Our recruitment of Ex-Offenders policy. 

If you are interested in this position and would like to have a more detailed 
conversation or arrange a visit to the school before making the decision to apply for 
the post, please contact: 
 
Stone St Mary’s CE Primary School Office: 
01322 382 292 
Email: Office@stone.kent.sch.uk 
 
To apply for this role, please visit MyNewTerm: 
Apply Now      



 
 
 


