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                St Christopher Primary School
                       Allesley Old Road, Coventry, CV5 9JG
                        Tel: 02476 675 017
                    Email: webenquiry@st-christopher.coventry.sch.uk 


Job Description - Site Services Officer

Job title: Site Services Officer
Salary: Grade 4     
Hours: 15 hours per week. Monday to Friday, 3.00pm – 6.00pm during term time.
(Working hours during school closure periods will vary according to operational requirements and planned maintenance works)
Contract type: Permanent. All year round. 
Responsible to: Facilities Manager

Job Purpose
To support the Facilities Manager in ensuring that St Christopher Primary School provides a safe, secure, clean and well-maintained environment for pupils, staff and visitors.
The Site Services Officer is an operational role, undertaking delegated site security, maintenance, janitorial, cleaning and health and safety duties. The postholder will work independently during their contracted hours whilst operating under the direction of the Facilities Manager, who retains overall responsibility for premises management, statutory compliance, contractor management, budget management and strategic planning.
The postholder will undertake duties appropriate to their contracted hours. Whilst all duties listed fall within the scope of the role, work will be allocated according to operational priorities and not all duties will be undertaken every day or week.

Main Duties and Responsibilities:
Security and Site Access
· Be an appointed key holder for the school.
· Open and secure the school buildings and grounds as directed.
· Operate the school's security and alarm systems.
· Undertake daily visual inspections of the site, reporting or rectifying minor hazards where appropriate.
· Monitor the security of the premises and report concerns promptly.
· Assist with maintaining safe access during adverse weather, including clearing snow and ice and spreading grit.



Health and Safety
· Carry out delegated routine compliance checks including water hygiene, emergency lighting, fire doors and meter readings.
· Maintain accurate records of delegated checks.
· Report defects and health and safety concerns promptly to the Facilities Manager.
· Assist with routine health and safety inspections.

Site Maintenance
Carry out minor maintenance including:
· Basic carpentry repairs.
· Basic plumbing repairs (excluding specialist works).
· Replacing light bulbs, tubes and fuses (excluding work on mains electrical systems).
· Minor decorating and touch-up painting.
· Minor repairs to furniture, fixtures and fittings.
· Minor repairs to fencing, gates and external areas.
· Clearing low-level gutters, drains and downpipes.
· Assembly of furniture.
· Other general handyperson duties appropriate to the role.
Report repairs requiring specialist contractors to the Facilities Manager.

Janitorial Duties
· Maintain agreed external areas free from litter and debris.
· Empty external bins.
· Receive deliveries and distribute materials.
· Move furniture and equipment.
· Support the monitoring of heating and hot water systems, reporting faults promptly.
· Maintain site equipment, tools and storage areas in a clean, tidy and safe condition.

Cleaning Support
· Undertake cleaning duties as directed.
· Provide cover for cleaning staff during periods of absence or operational need.
· Carry out periodic cleaning including windows, signs, flooring, upholstery and indoor and outdoor furniture.
· Ensure cleaning cupboards remain organised and adequately stocked.
· Store cleaning materials safely in accordance with COSHH requirements.






Emergency Response
As one of the school's nominated key holders, the postholder will form part of the emergency contact arrangements.
This may include attending the school outside normal working hours following:
· alarm activations;
· security incidents;
· leaks or flooding;
· storm damage;
· utility failures;
· other emergency situations affecting the safety or security of the premises.
When attending emergencies the postholder will:
· make the premises safe where appropriate;
· liaise with the Facilities Manager, Headteacher or designated senior leader;
· assist emergency services and contractors;
· secure the site following the incident.
Time spent attending emergency call-outs will be paid in accordance with school procedures.

Working Arrangements
The normal working pattern will be Monday to Friday, 3.00pm–6.00pm during term time.
As this is an all-year-round role, working hours during school closure periods may vary to meet operational requirements. This may include supporting larger maintenance projects, decorating, refurbishment works and planned holiday maintenance.
The postholder will occasionally be asked, by mutual agreement, to work additional paid hours to provide operational cover during periods of Facilities Manager annual leave or absence or to support larger site projects.
During periods of planned annual leave or short-term absence, the postholder may undertake delegated operational duties normally carried out by the Facilities Manager. Strategic, financial, contractual and management responsibilities remain with the Facilities Manager or Headteacher.

Professional responsibility
· Work under the direction of the Facilities Manager
· Comply with school policies and procedures and maintain confidentiality
· Promote safeguarding and the welfare of the children and young people
· To undertake all necessary training required by the school, council or contractors
· Be responsible for own continuing professional development, undertaking training as appropriate and keeping a record of certification.
· Other such duties as are within the scope and the spirit of the job purpose, the title of the post, and its grading.
· Participate in an annual review to discuss achievements in line with the job description and identify any training needs.
· Fulfil any other duties and responsibilities commensurate with the range and salary grade. 



Notes:
This job description may be amended at any time in consultation with the post holder. 

Job Reviewed: June 2026

Headteacher/line manager’s signature:	
Date: 							

Postholder’s signature:			
Date
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	Person Specification: Site Services Officer
 

	
	Essential 
	Desirable

	Experience 
	· Experience of caretaking, site maintenance, DIY or facilities work
· Experience of carrying out minor repairs
· Experience of opening and securing buildings
· Experience of cleaning and cleaning equipment
	· Experience within a school environment

	Attitude and approach 
	· Honest, reliable and trustworthy
· Flexible approach to work
· Calm under pressure
· Commitment to safeguarding
	

	Skills and Abilities 
	· Good DIY and practical maintenance skills
· Basic plumbing, carpentry and decorating skills
· Basic IT skills
· Good organisational skills
· Ability to prioritise work
· Good communication skills
· Ability to work independently
· Ability to work as part of a team
	

	Qualifications 
	· GCSEs (or equivalent) in English and Maths or equivalent literacy/numeracy
	· First Aid qualification or willingness to undertake training
· Health & Safety/COSHH/Manual Handling training
· Full driving licence

	St Christopher Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. The successful applicant's appointment will be subject to satisfactory Enhanced Disclosure from the Disclosure and Barring Service. 
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