
Job title   Site Manager 
 

Grade   C1 
 

Reports to  Office Manager 
 

Special conditions this post is subject to a higher-level check with the Disclosure & Barring Service. 
Please note that a criminal record will not necessarily be a bar to obtaining employment; this will depend on 
the circumstances and background to any offence. 
 

Job purpose To take full operational and strategic responsibility for the management, security, and health 
and safety compliance of the Hawksworth Wood Primary School site and associated facilities. Acting with 
complete autonomy, the postholder will use forward-thinking, initiative, and an exceptional eye for detail to 
identify opportunities for site improvement, routine maintenance, and problem resolution without the need 
for close supervision or direction. To ensure that maintenance and repair issues are addressed in a timely 
manner to the highest possible standard, taking full ownership of their workload. The postholder will lead on 
the practical implementation and embedding of the Leeds City Council Health and Safety Policy, ensuring 
strict compliance with all relevant statutory legislation in an educational environment. To act as a key point 
of contact for external contractors, ensuring best value for money and adherence to the high standards 
expected by the school. 
 

Responsibilities  

1. Operations, Facilities, and Health & Safety Management 

● Hold overarching management responsibility and operational oversight of the school premises. 
● Manage Health & Safety compliance: oversee statutory returns, asbestos, radon, fire management, 

legionella, PAT testing, emergency lighting, fire alarm testing, and lightning protection. Ensure full 
compliance with the Health and Safety at Work etc. Act 1974, the Control of Substances Hazardous to 
Health (COSHH) Regulations 2002, and the Regulatory Reform (Fire Safety) Order 2005. 

● Organise termly fire drills, evacuation reviews, and maintain the inventory of school equipment and 
supplies (e.g., laptops, exercise books). 

● Check and organise service works (e.g., boiler maintenance) and act as a primary key holder, 
responding to out-of-hours emergencies as required. 

● Carry out routine Safety and Site Checks 

2. Routine Safety and Site Checks 

The postholder must undertake, record, audit, and report on routine safety checks to maintain an 
exceptionally safe environment: 

● Daily: Perimeter security checks, checking for trip hazards and blocked access points, emergency exit 
checks, and monitoring toilet cleanliness. 

● Weekly: Emergency lighting checks, fire alarm tests, water temperature monitoring, and general 
building condition checks. 

● Monthly: COSHH checks, hazardous substance inventory, and legionella temperature monitoring. 
● Termly: Fire drills, evacuation reviews, and thorough health and safety walkthroughs of all internal and 

external areas. 
● Annually: Assist in the review of whole-school risk assessments and statutory servicing oversight, 

reporting the outcomes to governors and the Local Authority via the "I am Compliant" system. 

3. Site Maintenance and Functionality 

● Proactive Maintenance: Take a highly proactive approach using personal initiative and forethought to 
identify and resolve defects across the site before they escalate. Maintain the internal school 
appearance by undertaking painting, repairs, and general redecoration to a high standard. 

● Facilities Management: Ensure the site is fully functioning at all times, including the upkeep and repair 
of windows, doors, roller blinds, the quadrangle, and other internal fixtures. 

● Grounds and Weather Management: Ensure the whole school site is safe and clear during all seasons 
(summer, winter, and spring). Carry out snow and ice clearance, gritting, and ensure all drainage and 
gutters are functional. 

● Servicing and Contractors: Source quotes, obtain specifications, and ensure agreed specifications 
meet the needs of the school. Manage and direct external contractors on site, monitoring their work to 
ensure quality and best value for money. 



4. Hygiene, Cleaning, and Security 

● Site Security: Maintain full site security throughout the day, ensuring the site is secure against 
unauthorised access. Monitor alarms and CCTV. 

● Hygiene Standards: Carry out day-to-day cleaning of bodily fluids, sickness, and spillages. Ensure the 
school hall and outside reception are kept clean and hygienic. 

● Toilet Checks: Conduct regular checks of school toilets to ensure cleanliness throughout the day, 
particularly at key times such as break times and lunchtimes. 

● Portering: Undertake portering duties, including the manual handling and movement of furniture and 
equipment around the school site. 

5. Communication, Resources, and Personal Development 

● Budget and Resources: Monitor and manage facility stock and equipment within an agreed budget. 
Work alongside the Finance Manager and Office Manager to obtain financial approval for larger 
projects and general operational expenditure. 

● Staff Engagement: Act as a rapid-response contact for staff requiring minor repairs and assist in 
creating an effective working environment. 

● Meetings: Regularly attend staff meetings, play an active role within those meetings, and contribute to 
key decision-making and tactical implementation. 

● Training: Undertake training relevant to the role, including Asbestos Awareness, Fire Marshal 
certification, and Legionella training. 

● Safeguarding: Report any safeguarding concerns immediately to a named person and ensure the 
welfare and protection of pupils at all times. 

● Other Duties: Undertake any other duties as may reasonably be requested by the Headteacher or 
Office Manager commensurate with the grade and nature of the post 

 
Qualifications:  demonstrating ability in numeracy and literacy, IOSH Managing Safely or equivalent 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Person Specification / Core Competencies - It is essential that the candidate should be able to 

demonstrate the following criteria for the post. Candidates will only be shortlisted for interview if they can 

demonstrate that they meet all the essential requirements. 

Criteria Essential / 
Desirable 

Method of 
Assessment 

Experience 

Site management or caretaking experience in a school or similar 
educational setting. 

Essential Application form 
and interview 

Experience in evaluating and directing external contractors to 
ensure best value for money. 

Essential Application form 
and interview 

Knowledge and Understanding 

Working knowledge of relevant health and safety legislation (H&S at 
Work Act 1974, COSHH, Fire Safety Order 2005). 

Essential Application form 
and selection 

Understanding of how to maintain a safe, clean, and functioning 
educational environment. 

Essential Application form 
and selection 

Autonomy and Initiative 

Ability to work on own initiative, using forethought and an 
autonomous, proactive approach to managing the site. Not 
requiring close supervision. 

Essential Interview 

Strong eye for detail, pride in the quality of workmanship, and 
unwillingness to cut corners ("Mr Fix It" approach). 

Essential Interview 

Training & Qualifications 

Willingness to undertake specific training (Asbestos, Fire Marshal, 
Legionella Awareness). 

Essential Interview 

Completed IOSH Managing Safely course (or equivalent). Desirable Application form 

 

 

 

 

 



Working Conditions and Physical Demands 

● Working Hours: 37 hours per week (All-Year-Round position). 

● Physical Effort: The nature of the post involves considerable physical effort, including heavy lifting, 

manual handling of furniture, and moving materials. 

● Environmental Conditions: Work involves being outdoors in all weather conditions, as well as handling 

potentially unpleasant or hazardous substances when responding to spillages and carrying out cleaning 

duties. 

Essential Behavioural and other Characteristics  
 

 Understand and embrace Leeds City Council Values and Behaviours and codes of conduct. 

 Committed to continuous improvement in all areas and work towards delivering the Best City Ambition 

of Health & Wellbeing, Inclusive Growth and Zero Carbon 

 Able to understand and observe Leeds City Council equality and diversity policies. 

 Carry out all duties having regard to an employee’s responsibility under Health and Safety Policies. 

 Willingness to actively participate in training and development activities.  

 Flexible and adaptable to change to assist other services as required commensurate to grade.  

 Participate in appraisal, training, and development activities. 

 Be aware of and comply with Leeds City Council policies and procedures. 

 Be aware of and support difference and ensure equality for all working in an anti-discriminatory 

manner, upholding, equality & diversity policies of Leeds City Council.  

 Recognise and appropriately challenge any incidents of racism, bullying, harassment, victimisation, 

and any form of abuse, reporting any concerns to the appropriate person. 

 The Council has adopted a flexibility protocol and the role will be expected to work within these 

parameters. 

Date Job description last reviewed: 
 

Name:   Rosie Stirk  Designation Senior HR  JE Ref S038 
 

https://sway.office.com/S3o3qmZP7LLRpNV3?ref=Link
https://www.leeds.gov.uk/plans-and-strategies/best-city-ambition

