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'The L.E.A.D. Academy Trust is one of the strongest sponsors operating in 

the East Midlands, with a track record of successfully improving 
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1. Welcome to Jubilee L.E.A.D. Academy   

Dear Applicant, 

Thank you for showing an interest in the post of Site Manager at Jubilee L.E.A.D.  Academy. 

We are a thriving, inner city primary school situated in the Broxtowe & Bilborough district, 

close to the City of Nottingham. Our children mainly come from the local area and we have 

a current roll of 445 pupils.  

 

As part of the L.E.A.D. Academy Trust, we work closely with a number of other schools, 

which gives many opportunities to collaborate together. You would also receive other 

benefits such as ‘Work Perks’.  

 

At Jubilee L.E.A.D. Academy, you would be joining a dynamic team, who work very hard to 

support one another to enhance the provision for our pupils. The school places the 

wellbeing of staff high on its agenda to ensure that Jubilee is a great place to work.  

 

Our academy is part of the L.E.A.D. Academy Trust, which enables us to work closely with a 

number of other schools and provides many opportunities to collaborate together.   

 

The acronym L.E.A.D. embodies the four core principles at the heart of the trust: strong 

leadership at every level; empowering every child to aim high; giving every child the 

opportunity to achieve, and constantly driving for improvement. 

Yours sincerely, 

 S. Tague  

S. Tague 
Head Teacher   

 

 

  



 
 

2. Job Description & Person Specification 

Site Manager 

SCHOOL NAME: JUBILEE L.E.A.D. Academy 

REPORTING TO: Headteacher 

SALARY: Scale 6  

Role: Site Manager (Primary) 
 

Responsible for: Site and Estate Management 

 

Responsible to: Business Manager / Headteacher 

 

Purpose of Role: To be responsible for the general maintenance, cleanliness and security of the 
academy and to maintain Jubilee LEAD Academy premises (both internally and externally) in a clean, safe, 
sound and secure condition for staff, pupils, parents and community users. 

 
The person appointed to this role will be expected to have enthusiasm and commitment for improving the 
academy within areas of their direct responsibility. 
 
To be responsible for promoting and safeguarding the welfare of children and young people within the 
academy. 
 
Main Areas of Responsibility and Tasks: 

 

Security 
 

 To be the main key holder and to be responsible for the maintenance of keys and the electronic alarm 
system and be the first response for emergency call outs.  This include the routine and non-routine 
opening and closing of the school and the setting of alarms; ensuring that the school is locked and 
secure, with fire doors and all windows closed at the end of the school day and after any school 
functions; lettings or community use. 

 

 To ensure that all alarm systems are functioning correctly and that regular checks are made of the 
systems and recorded. 

 

 To maintain and keep accurate records of all site allocated and master keys. 
 



 
 To provide a first point of contact for all visitors to the primary site, outside of normal working hours 

and to be responsible for ensuring that all visiting contractors and deliverers act in accordance with the 
health and safety policy. 

 

 To ensure proper security and adherence to health and safety policy at all events held outside of the 
school day, including meetings, open evenings, lettings and special events. 

 

 To alert the appropriate person of any risk to a breach of security and deal with any incident affecting 
security as directed. 

 

 To patrol the site to check for hazards, damages and intruders when opening and closing and to record 
any actions. 

 

 To ensure that lighting is kept in good working order and recorded. 
 

 Supervising contractors, where appropriate, regarding access to the site. Monitor and log the progress 
of the work and ensure that it is carried out to the required standard. 

 
Cleaning 

 

 Monitoring the performance of the cleaning staff to ensure that the relevant work is carried out. 
 

 To deal with spillages, including the removal of body fluids, using safe handling techniques. 
 

 To remove loose dust and debris from floors, surfaces, plant and equipment by hand and/or using 
machines provided. 

 

 To clean floors, potentially of a wide variety of different surface materials, by hand and/or machine and 
using a variety of cleaning products and chemicals. 

 

 To clean furniture, fittings, soft furnishings and equipment. 
 

 To clean toilets/bathrooms/showers/washrooms and the fixtures and fittings in these areas. 
 

 To refill and replace relevant consumables, for example, toilet tissue, hand towels etc. 
 

 To clean at height, including vertical surfaces, walls, doors and partitions, which may include cleaning 
glass and working off steps and/or stepladders, moveable towers and scaffolding. 

 
Purchasing and storing 
 

 In liaison with the Business Manager, provide purchase orders for all materials and equipment required 
for maintenance, cleaning and sanitary provision. 

 

 To maintain efficient stock records. 
 

 Ensure the proper and safe storage of all the equipment and materials that are within the above 



 
categories. 

 

 Ensure the proper maintenance of all machinery related to the above categories. 
 

 To be responsible for maintaining relevant health and safety records to include the upkeep and repair 
of COSHH records, ladders and other equipment. 

 

 Stock managing of the cleaning and maintenance needs within the allocated budgets. 
 
Repair and maintenance 
 

 To be responsible for a regular schedule of inspections and action plans for any modifications or 
improvements throughout the building.  Alerting the Headteacher and Business Manager of any work 
that needs to be undertaken or any issues where health and safety is at risk.  This includes lighting, 
ventilation, time keeping, fire-fighting equipment and heating systems. 

 

 Ensure the systems that require regular checks by outside contractors are carried out, eg: electrical 
testing, alarms, heating systems, fire services, security alarms and PE equipment. 

 

 To ensure the removal of rubbish and waste.  This includes removal of waste that requires safe 
handling procedures; waste separation to comply with re-use and recycling processes; removing waste 
classified as unsanitary, hazardous and/or dangerous. 

 

 Make repairs, if they are within the job’s remit, and manage contractors to complete their work 
ensuring that it has been completed in a proper and timely manner and complies with all health and 
safety rules. 

 

 Record all repairs and keep a maintenance log of routine and non-routine tasks. 
 

 To prioritise and undertake the programme of minor works at the school, taking into account urgent 
need and health and safety issues, eg: locks, windows, gutters and paintwork. 

 

 Immediately report any defects to the Headteacher and Business Manager and take any remedial 
action if possible. 

 

 To assess maintenance/space needs where necessary and use initiative to take appropriate action.  
Meet on a regular basis and give advice and make recommendations for improvements to the 
appropriate person. 

 

 In consultation with the Estates Project Manager, negotiate prices for work to be carried out in school 
to ensure best value for the school. 

 
Portering 
 

 Undertake any necessary portering duties in line with correct handling policies. 
 

 Manage and assist with all deliveries to the school, ensuring the correct storage and distribution of all 



 
goods, after the administration staff have checked them.  To deal with deliveries outwards. 

 

 Move furniture, equipment, plant, supplies and stores in accordance with current health and safety 
standards. 

 
Health and Safety 
 

 To take appropriate action to identify, evaluate, minimise and manage any risks to health, safety and 
security in the immediate working environment. 

 

 To make recommendations with regard to the Disabilities Discrimination Act. 
 

 To regularly inspect and record Health and Safety walks with a senior member of staff. 
 

 Ensure the proper use and storage of all tools and equipment being used to fulfil the job description. 
 

 To be responsible for Health and Safety, Fire Aid and Fire Warden duties when carrying out additional 
duties in overtime hours and lettings. 

 

 To ensure duties are undertaken in accordance with The Trust’s health and safety policy including risk 
assessment and safety systems and to wear protective clothing as required and in line with health and 
safety protocols. 

 

 To carry out equipment testing as appropriate and report any faults to the appropriate person. 
 

 Operate CCTV or surveillance systems and take appropriate action to report any faults. 
 

 Carry out fire drills in consultation with the appropriate person and recorded. 
 
Other responsibilities 
 

 To ensure that a relief provision is in place for cleaning duties in the case of absence through sickness 
or holidays after discussion with the Headteacher and Business Manager. 

 

 To meet with the Headteacher and Office Manager on a regular basis to report any issue arising from 
the various aspects of the role but be able to work with minimal supervision and to be given timescales. 

 

 To undertake duties of a similar nature and responsibility as may be required from time to time by the 
Headteacher. 

 

 To carry out all duties in line with school policies. 
 

 Keep electronic records of financial expenditure and inventory of works carried out and an inventory of 
all maintenance and cleaning stock. 
 

 To keep timesheets and attendance records for the cleaning team. 
 



 
 To monitor the quality of cleaning undertaken by the cleaning team to ensure the consistency of 

standards of cleaning throughout the school. 
 

 To be responsible for the performance management of all the cleaning staff. 
 

 To undertake emergency cleaning duties which may occur during the school day. 
 

 Maintain all logs and appropriate records and actions in accordance with procedures. 
 

 To be able to communicate effectively both orally and in writing. 
 

 To work as part of a team and form good relationships with other colleagues 
 

 To maintain confidentiality over matters relating to the school, pupil, staff or parents. 
 

 To respond in a courteous manner to enquiries from the school community and external visitors as 
appropriate. 

 

 To undertake broadly similar duties commensurate with the level of the post as required. 
 

 Actively participate in any appropriate training when required. 
 

 To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school 
proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day 
operation of the job. 

 

 To complete school based induction and any subsequent training required to improve performance. 
 

 To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 
and working together in relation to child protection and safeguarding children and young people. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

Person Specification 

 

Role: Site Manager (Primary) 
 

The L.E.A.D. Academy Trust is committed to Safeguarding and promoting the welfare of the children and expect all 

staff and volunteers to share this commitment.  In choosing a Site Manager, L.E.A.D. Academy Trust will be looking 

for a candidate who closely matches the following: 

Qualifications and Training Essential Desirable 
Studied to a minimum standard of GCSE (grade A* - C), or equivalent, in English and 
Maths 

  

Further education qualifications in related fields, eg: health and safety training   

DIY and/or grounds maintenance experience   

Experience of working in a school or similar establishment   

Willing to undertake a range of training   

 

Competence summary (knowledge, skills, abilities, experience) Essential Desirable 
Ability to build and form good relationships with students, colleagues and other 
professionals 

  

Ability to work constructively as part of a team, understanding school roles and 
responsibilities including own 

  

Good verbal and written communication skills appropriate to the need to communicate 
effectively 

  

Knowledge of relevant policies, procedures, codes of practice and awareness of relevant 
legislation such as health and safety 

  

Competent driver with a full driving license   

IT literate and able to operate software (eg: Microsoft Office, internet) at a basic level   

Ability to absorb and understand a wide range of information and deal with confidential 
issues appropriately 

  

 

Other requirements Essential Desirable 
Ability to reach, bend and carry out some heavy lifting   

Initiative and ability to prioritise your own work   

Able to follow direction and work in collaboration with line manager, leadership team 
and the Trust’s Facilities Team 

  

Able to attend out of hours emergencies or provide cover where required for absent 
colleagues 

  

Able to work flexibly to meet deadlines and respond to unplanned situations   

Efficient and meticulous in organisation   

Commitment to the highest standards of child protection and safeguarding   

Recognition of the importance of personal responsibility for health and safety.  
Commitment to the school’s ethos, aims and its whole community 

  

Desire to enhance and develop skills and knowledge through CPD   



 

 

 

 

 

3. Visit Us and How to Apply 

Please submit a fully completed application form, which can be found on our 

website, supported by a covering letter (not more than 2 sides of A4) which 

details your reasons for applying and how your experience meets the 

requirements outlined in the Candidate Information Pack. 

Completed applications should be sent via email to 

admin@jubilee.nottingham.sch.uk or post to Jubilee L.E.A.D. Academy, 

Highwood Avenue, Bilborough, Nottingham NG8 3AF (to arrive in time for the 

closing date of 14th October, 9.00 a.m.) 

Visits are highly recommended and warmly welcomed. 

To arrange an appointment please contact the school office by telephoning 

01159155719, or you can email admin@jubilee.nottingham.sch.uk   

 

Closing Date:   Friday 14th October – 9.00 a.m. 

 

Interview Date:  4th November 2016  

 

Start Date:            As soon as possible 
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