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JOB DESCRIPTION  
 

Post    Site manager 

 

Responsible to   Headteacher 

 

Grade    Kent Range 6 

 

PURPOSE OF POST: 

 To be responsible for the security, maintenance and cleaning of the school. 
 

MAIN ACTIVITIES AND RESPONSIBILITIES: 

 

1. Maintain the security of the premises by opening and closing premises (including times for lettings), 
checking CCTV, repairing doors, latches and fences, acting as key holder for out of hours and emergency 
access to maintain a safe environment. 

2. Be responsible for other site staff including cleaning staff.  
3. Undertake the general checking and cleaning of some parts of the establishment, as directed, and if 

required cover for any absence of the cleaning staff i.e. dusting, vacuuming, cleaning toilets, emptying 
bins, etc., to ensure a tidy environment is maintained. 

4. Check work carried out by the cleaners to ensure a high standard of work is undertaken and maintained. 
5. Undertake, during holiday periods, a complete deep clean of all areas including window cleaning, moving 

furniture to clean behind it, skirting boards, painting and decorating etc., to ensure all areas are clean and 
fresh. 

6. Ensure outside areas are kept free from litter, sweeping leaves, emptying bins, gritting the site etc., and if 
required grass cutting and grass maintenance to maintain a clean and tidy environment. 

7. Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the buildings and 
site 

8. Arrange emergency repairs 
9. Arrange regular maintenance and safety checks 
10. Oversee onsite maintenance contractors, checking that work is completed to required standards and 

within required timescales 
11. Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including 

compliance with fire safety regulations) and equipment, in line with other schedules. 
12. Operate and regularly check systems such as heating, cooling, lighting and security (including CCTV and 

alarms) 
13. Perform duties in line with health and safety regulations (COSHH) and take action where hazards are 

identified, report serious hazards to line manager immediately  
14. Assist in the monitoring of the boiler, liaising with the Bursar, re organisation of servicing and repair. 
15. Maintain adequate supplies of cleaning materials and supplies (light bulbs, batteries, salt, etc), re-

ordering when needed, to meet the establishments needs. 
16. Provide a portering service for deliveries, to ensure supplies are correctly handled and appropriately 

delivered, moving items to an appropriate area to keep passageways clear and hazard free. 
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17. Take meter readings from appropriate sites around the school to ensure invoices received are correct and 
budget monitoring is maintained 

18. Contribute to the management of the premises budget 
19. Attend training courses as required and assist in the training of other premises support staff as directed. 
20. Comply with Health & Safety, Fire Regulations and other County policies, including weekly fire alarm 

checks and legionella testing. 
21. Move heavy and awkward shaped furniture and supplies as requested, and work at heights as required in 

accordance with Health and Safety regulations and after the completion of a Management Risk 
Assessment. 

22. Procure quotes for routine maintenance work on school premises. Escort and advise maintenance 
contractors attending the building who may be pricing or carrying out a job to ensure the contractor is 
given adequate information to complete the task. 

 
ALL STAFF ARE EXPECTED TO: 

 Contribute to the overall work/aims of the school and appreciate and support the role of colleagues and 
other professionals to enable the school fulfil its development plans etc. 

 Undertake training and other learning activities and attend relevant meetings (within contracted hours) 
as required to ensure own continuing professional development. 

 Be aware of and comply with policies and procedures relating to child protection, health, safety, security 
and confidentiality reporting all concerns to an appropriate person to ensure pupils’ wellbeing. 

 

 

 


