	JOB DESCRIPTION

	

	Job Title:     
Site Officer


Trinity School
	Grade/Band: 

TBC
Salary Range:


	Hours/contract: 
37 hours per week, 



52 weeks per year
	Reports to:

Site Manager

	
	

	JOB PURPOSE

	To work with the site team to ensure a clean safe and secure environment for users of the school buildings and grounds; security duties as directed on school premises and site 
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	MAIN DUTIES AND RESPONSIBILITIES

	· Maintain the security of the school premises by locking and unlocking entrances and exits as required, securing the building using the alarm system and reporting any potential security breaches. 

· General porterage duties including movement of furniture and equipment within the school

· Undertake daily agreed cleaning duties and ad hoc duties, including graffiti removal, litter picking and assembly of waste for collection. Undertake emergency cleaning duties/activities e.g. spillages and to maintain a safe, clean and orderly learning and working environment e.g. gritting.

· Deal with problems, unexpected situations and emergencies

· Carry out rubbish removal as necessary and ensure bins are kept clean and tidy. 

· Work collaboratively with cleaning staff to ensure smooth running and delivery of cleaning services.

· Take reasonable action to keep drains, downspouts, waste pipes etc, clean and clear of minor blockages that are clearly visible. 

· Report any need for repair or maintenance work to the Site Manager.

· Work with the Site Manager to carry out regular health and safety checks relating to legionnaire testing, playground equipment, hazards around school and potential unsafe practices and report findings to the Head teacher. 

· Undertake light gardening duties and ensure school buildings, entrance areas and playgrounds are free from rubbish/leaves. 

· Operate the heating and lighting systems, ensuring efficient use of resources. 

· Undertake basic record keeping as required. 

· Welcome contractors on site

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

· Undertake other duties, consistent with the post and job description, as may be required from time to time by the Head teacher. 

· Handyperson duties which may include minor repairs, electrics and plumbing (dependent on experience) to furniture and fixtures and minor decorating tasks
Other Specific Duties 

· To carry out the duties in the most effective, efficient and economic manner available. 

· To play an active role in the life of school. 

· To undertake Health and Safety Training on areas within your remit. 

Additional Duties

Any other duties which reasonably fall within the purpose of the post, and which may be allocated by the Site Manager, Trust Business Manager or Headteacher.

	

	SCOPE OF JOB (Budgetary/Resource Control, Impact)

	· No direct budgetary responsibility.

	

	PROFESSIONAL VALUES AND PRACTICE

	· Have high expectations of all students encouraging them to live our school motto – ‘Personal Excellence and Collective Responsibility’.

· Respect students’ social, cultural, linguistic, religious and ethnic backgrounds.
· Build and maintain successful relationships with students, treating them consistently, with respect and consideration and to be concerned for their development as learners.

· Demonstrate and promote the same positive values, attitudes and behaviour that are expected from students and as outlined in the NAT Staff Code of Conduct.

· Work collaboratively with colleagues to meet the needs of all students (inc SEND students).
· To play a full role in the life of the school community.
· Carry out all aspects of the role effectively and to seek help, advice or guidance as necessary.


	STAFF DEVELOPMENT

	To take part in the school’s staff development programme by participating in arrangements for further training and professional development.

· To continue personal development in the relevant areas.
· To engage actively in the Performance Management Review process.
· To work as a member of a designated team and to contribute positively to effective working relations within the school.


	OTHER SPECIFIC DUTIES

	To be responsible for ensuring that the Trust’s Safeguarding policy is adhered to, ensuring concerns are raised in accordance with this policy, including logging information on CPOMs.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager or Headteacher to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This role has been identified as public facing in accordance with Part 7 of the Immigration Act, and therefore the ability to fulfil all written and spoken aspects of the role with confidence in English will be required. Conversing at ease with the public including students, answer questions and provide advice, including the use of appropriate specialist terminology relevant to the job role/profession and where necessary for an extended period of time.

This job description is current at the date shown, but following consultation with you, may be changed by Management to reflect or anticipate changes in the job which are commensurate with the salary and job title.


Date: August 2025 Safeguarding Statement:

This School is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. The post holder is responsible for ensuring they adhere to the School’s Child Protection Policy and that any concerns are raised in accordance with this policy. All successful candidates will be subject to Disclosure and Barring Service checks along with other relevant pre-employment checks.


	PERSON SPECIFICATION
	

	
	

	Job Title:    Site Officer (Secondary School)
	Department:  Site Team

	
	

	KEY CRITERIA
	ESSENTIAL
	DESIRABLE

	Education & Qualifications
	· Good numeracy and literacy skills 

· Willingness to undertake induction training 

· Willingness to participate in ongoing training 
· Full clean driving licence
	· Willingness to gain first aid certificate
· Plumbing or electrical qualification


	Experience
	· Caretaking or site keeper in a school or similar environment 
	· Knowledge and experience of a skilled trade e.g. electrics/plumbing

	Skills & Abilities

	· Ability to work as part of a team 

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

· Ability to work to deadlines 

· Ability to work on own initiative 

· Ability to undertake general building and grounds maintenance 

· Ability to lift and carry heavy items 
· The ability to drive a school minibus with children in it
	

	Knowledge

	· Working knowledge of health and safety procedures and regulations, e.g. COSHH 

· Knowledge of moving and handling procedures 

· Knowledge of cleaning procedures required to meet specified standards 

· Willingness to develop knowledge of ICT and other specialist equipment resources 
	

	Personal qualities
	· Ability to demonstrate a practical approach to problem solving 
· Flexibility to work across all sites in the Trust to cover holiday/ sickness absences
· Ability to communicate well with adults and students 
· Ability to respond calmly to emergencies
· To be helpful and support staff in school where appropriate 

· Willingness to participate in development and training opportunities 
· To be able to be the main key holder on occasions and attend to rapid response “call outs” outside normal working hours
	


This School is committed to safeguarding children and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. All successful candidates will be subject to Disclosure and Barring Service checks along with other relevant employment checks.
