JOB DESCRIPTION
Job Title:

Assistant Site Manager 
Responsible to:

Site Manager
Contract:

Permanent, full time, all-year round
Hours: 


37 hours per week Monday to Friday (shift pattern)
Salary: 


Kent Range 7
Purpose of the Job

To support the Site Manager and contribute as a team member towards providing an effective and efficient site support service, thus enhancing the standards of teaching and learning within the school. 
The Site Team are responsible for the day-to-day operational management, safety and security of the school site. The Site Team are responsible for ensuring that the school is well-maintained, safe and secure for all users. 
The Assistant Site Manager is expected to deputise for the Site Manager in their absence.

Overall Responsibility 
· To assist the Site Manager in managing the Health and Safety procedures of both TWGSB sites so that the safest possible environment is achieved and maintained for pupils, staff and visitors. 

· To support the Site Manager in maintaining and developing the School premises and grounds and ensure the School is a clean, healthy and safe environment for all.
· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people to the Every Child Matters agenda and Area Child Protection Procedures. 
Main Duties 
Health and Safety and Security
· Take a leading role on Health and Safety issues at the School, e.g. by being a member of the Safety Committee as required. 

· Ensure that all work (maintenance and development) complies with relevant Building, Health and Safety, and County regulations. 

· Ensure provision for all aspects of Health and Safety (including heating, safety, fire precautions and site cleanliness) and ensure that all Health Safety issues are addressed appropriately. 

· Actively support and assist in the checking for electrical safety of school electrical equipment. 

· Be aware of the responsibility for personal Health and Safety and that of others who may be affected by your actions/inactions.

· With the support of the Site Manager, ensure health, safety and environmental issues are considered and planned for in all their site operations and activities, including the impact upon public and third party stakeholders

· Support the school’s implementation of all other current statutory requirements, e.g. DDA Access to Work, Equal Opportunities, and Child Protection.

· Ensure the correct operation of the fire alarms by regular testing. 

· Check daily emergency exits and entrances are not obstructed.

· Work with the external contractors to check and ensure the correct working conditions of all firefighting equipment. 

· Along with the rest of the Site Team, take responsibility for precautions necessary to prevent fire or flood damage. 

· Conduct regular patrols of the School premises during school holidays – ensuring the security of the buildings. 
· Ensure porterage provision for members of staff. 

· Cooperate with the School on all issues to do with Health and Safety and Welfare. 

· Key holder responsibilities and ensuring key holder cover during school holidays. 

· Attend after school activities and meetings. 

· In conjunction with the Site Manager General site supervision, including prevention of trespass, ensuring that unauthorised parking does not occur, ensuring the safe use of the school site at all times.

· Open and close the school as and when required to include all appropriate gates, windows, doors and fire escapes for the purpose of school use, cleaning, maintenance and emergency services.

· In the Site Manager’s absence, ensure the School is open and staffed by the Site team for all school activities or events. 

· Under the guidance of the Site Manager, ensure that arrangements for securing the premises and contents are in place. 

· Under the guidance of the Site Manager, ensure systems are in place for emergencies including emergency repairs and call outs. 

· Encourage a positive safety attitude and set the safety and environmental standards for all their site operations and activities. 
· Complete desk assessments for staff, as required. 
School Cleaning

· To maintain cleanliness and general tidiness of all external areas, and empty litter bins daily. 
· Clean and clear all drains, gullies and ensure effective and healthy operation. 
· Inspect outside fabric of the school and report and/or repair defects as appropriate. 
· Inspect all fences, gates, walls, steps, lights etc, report and/or repair defects as appropriate. 
· Clear leaves, snow, ice, moss and debris as appropriate including treatment of surfaces with salt, etc. Order any necessary de-icing materials. 
· Inspect all outside areas for hazardous materials. Consult with Site Manager for the best method of removal. 
· Where cleaning is undertaken by direct labour or contractors, ensure that the school is cleaned to the agreed specification. Report any issues to the Site Manager.
· Check the toilets are kept clean, hygienic and free from litter. 

· Provide emergency cleaning, e.g. after a child has been sick. 

· Undertake the cleaning of those areas as directed by the Site Manager. 
· Daily disinfection of water fountains (if applicable). 

· Take part in the school’s performance management system.
Premise Management - Strategic

· Provide advice and guidance to the Site Manager on developing the grounds to enhance facilities and ensure efficiency in their upkeep. 
· Under the guidance of the Site Manager, ensure that all furniture arrangements and accommodation requests are in place on time. 
· Contribute to the site safety meetings.
Premise Management - Maintenance and Repairs
· Report items of damage of disrepair around the school the Site Manager. 
· Under the guidance of the Site Manager, ensure the appropriate movement of school furniture for school events, e.g. Parent’s Evening. 

· Assist the Site Manager with the distribution of all deliveries around the school. 

· Under the guidance of the Site Manager, supervise the changing of electrical fluorescent tubes where necessary.

· With prior approval of the Site Manager, order and maintain the stock of cleaning consumables and equipment.

· Attend callouts and if necessary conduct emergency boarding up to secure the School premises. 
Personnel Management

· In the Site Manager’s absence lead and manage the Site Team. 

· Under the direct supervision of the Site Manager ensure effective communication between staff, contractors and others, as appropriate. 

· With prior approval of the Site Manager, delegate responsibility to the Site Team to ensure their effectiveness. 

Finance
The Site Manager will have ultimate responsibility; however in his absence the post holder will: 

· Manage invoices and claims for payment from contractors.
· Submit claims for premises work undertaken by staff. 

Environment 

Under the guidance of Site Manager: 
· Ensure the efficient operation of the School’s heating system, and ensure that the boiler house is clean, tidy and safe. 
· Ensure that acceptable working temperatures are maintained all year round. 

· Ensure the economic use of the School’s energy supplies, e.g. switching off unnecessary lights. 

Additional Duties
· Support the Site Manager to project manage significant building projects when necessary. 

· Fire Drills and Fire Safety, Health and Safety Site tours

Person Specification 

	
	Essential 
	Desirable

	Knowledge 

and 

Experience
	· Knowledge and experience in a similar role, preferably in a school environment

· Strong knowledge of health and safety regulations in relation to the post.

· Work effectively both independently and as part of a team
· Experience or expertise in DIY and general building maintenance 

· Computer literate with good working knowledge of ICT including using the internet and Microsoft office suite.


	· An understanding of maintaining security of a public building, e.g. security systems
· Knowledge, experience and understanding of the day to day management of a public building, e.g. heating, lighting and maintenance 

· Experience of managing others

· Experience of dealing with secondary school students, members of the school community or representatives from the Local Authority and Business

· Experience of successfully managing building and maintenance projects, including understanding and managing budgets

· An understanding that the needs and safety of the children and staff are of prime concern

	Qualifications
	· Good reading and writing skills to at least English GSCE (A-C) level or equivalent 
	· Have knowledge of C.O.S.H.H (Control of Substances Hazardous to Health 1998)

· Willingness to undertake First Aid Certificate
· Accredited Health and Safety Training (IOSH or NEBOSH)

	Skills
	· Physical fitness appropriate to the tasks in this job description. 

· Have strong oral and written communication skills 

· Ability to work in accordance with the school’s health and safety policies and standard safe working practice for premises staff 

· Ability to work to deadlines 

· Ability to work on own initiative 

· Ability to demonstrate a practical approach to problem solving 

· Ability to communicate well with adults and students 

· Ability to respond calmly to emergencies

· Willingness to participate in ongoing training relating to the role 


	· Knowledge and use of moving and handling procedures including for heavy objects 

· Willingness to undertake induction training 




