
York High School 

Resilience ~ Aspiration ~ Success 
 

 

July 2021 
 

Ref: RSI/DBE 
 

  Site Manager 
Grade 5, Level 1-4 (£20,422 to £21,552 per annum) reduced pro-rata 
25 hours per week, Full Year, Permanent Post. 

 

Dear Colleague 
 

Thank you for taking the first step in applying for this exciting role at York High School.  We are a mixed 11-16 
school serving a genuinely comprehensive intake; we take pride in our commitment to making a difference to 
the life chances of all of our students through our values of resilience, aspiration and success. 
 

Three years ago our school was judged as a special measures school and three years ago, the Ofsted report 
was an accurate reflection of the school.  Today you will see a school that is unrecognisable from that 
judgment. 
The school prides itself on its honesty and openness and we would strongly encourage any prospective 
candidate to visit the school where you will see the following: 
 

● A dynamic Leadership team who are leading change through a commitment to high quality teaching and 
professional development. 

● A staff body that is committed to improvement and change through supporting each other. 
● An excellent Pastoral Team supporting both students and staff. 
● Classes that are well ordered and behaved. 
● Students that are happy, cared for and confident. 

 

We are seeking to appoint a colleague who will support the Facilities Manager with the day to day 
operation of the school buildings and premises. Experience of facilities management procedures and 
working on a busy school site will be advantageous in your application. 
 
I would be delighted to discuss the post with you or to arrange for you to see for yourself what York High 
School is really like then please email d.becton@yorkhigh.southbank.academy to arrange a visit to the school.  
Application forms are available from the recruitment page of our website 
www.yorkhighschool.co.uk/recruitment  
Please note: Application by CV will not be accepted. 
 

The closing date and time for applications will be Thursday 22nd July 2021 at midnight. 
I look forward to receiving your application. 

 
Yours sincerely 

 
Rod sims 
Head of School 

mailto:d.becton@yorkhigh.southbank.academy
http://www.yorkhighschool.co.uk/recruitment
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York High School Values and Ethos 

 

Students 

We are a school that is determined to provide the very best teaching and learning for all of our students. We  

support and inspire our students to overcome adversity and achieve their very best. We empower our pupils 

to rise to and overcome challenge through supporting and recognising their needs as individuals.  York High 

School students are individuals in thought and actions and are encouraged to be personally responsible for 

their decisions. At York High School we proactively seek to identify and remove barriers to learning so that 

all our students can maximise their potential.   We expect the highest standards of our students through our 

curriculum aims of resilience, aspiration and success. 

Staff 

Staff work tirelessly to improve the outcomes for all of our students proactively removing barriers where 

they exist and challenging pupils to be highly successful.  York High School staff will go above and beyond 

both for each other and to ensure the success of their students.  We are committed to developing all of our 

staff to enhance their talents and to retain a well trained workforce.  We expect the highest standards of our 

staff in representing our curriculum aims of resilience aspiration and success.  It is not good enough at York 

High School to be average in effort and thought; we are better than that. 

Parents 

We have forged  strong relationships through clear, transparent and honest communication.  We are a school 

that listens and acts, working together with all of our school community to improve standards for everyone.   

Our parents are treated at all times with respect, compassion and fairness.  We are committed to achieving 

the best for all of our students through strong relations. 

 

At York High School we are tireless in our efforts to achieve the best for our students 
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SAFEGUARDING YOUNG PEOPLE 
 

Safeguarding and promoting the welfare of young people is a key priority at York High School.   
 

We have robust Child Protection and Safeguarding Policies and all staff receive training relevant 
to their role in line with the policy at induction, and throughout their employment at the school. 
 
Declaration of Criminal Records, Convictions and Cautions 

 
The post you are applying for involves regular care for, training, supervision or contact with those 
under the age of 18 years and is, therefore, exempt from the Rehabilitation of Offenders Act.  
This means you must disclose information about any spent or unspent convictions when 
completing the Declaration of Criminal Records, onvictions and Cautions attached to the Job 
Application included in the pack.   
You must also provide information about cautions, no matter how long ago they occurred and 
regardless of whether the offences were committed as an adult or juvenile.   
 

Failure to complete and sign the Declaration of Criminal Records, Convictions and Cautions declaration 
attached to the enclosed City of York application, will invalidate your application for this post. 

 
References 
 
In relation to this appointment process you should be aware your referees will be asked, “Are 
you aware of any Child Protection allegations or issues of a similar nature in relation to this 
person?  If so please provide details.” 

 
Personal Identification 
 
If you are shortlisted for interview, you will be asked to present original documentation which 
confirms your identity, address and any relevant qualifications for this post, when you attend for 
interview.  The authenticity of these documents will be verified by our HR Manager and 
photocopied as evidential confirmation of your identity. 
 
DBS Enhanced Clearance 
 
All appointments to York High School are subject to Enhanced Disclosure and Barring Service 
Clearance (On 1 December 2012, the Criminal Records Bureau merged with the Independent 
Safeguarding Authority (ISA) to become the Disclosure and Barring Service) 
 
You will be asked to complete a DBS Disclosure Application Form if you are successful in your 
application; Enhanced clearance is a prerequisite for employment. 
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ADMINISTRATION, FINANCE AND BUSINESS SUPPORT TEAM 
 
Team and Roles 
 
The Administration, Finance and Business Support Team, consists of 21 members of staff   who 
contribute to work in the areas of: 

 Achievement 

 Examinations 

 Attendance  

 Communications 

 Business, Finance and Resource Management 

 Facilities Management 

 Inclusion 

 Pastoral Care 

 Personal Development 

 Human Resources 

 School Health 

 Learning Resources 

 Reprographics 

 Extended Schools 

 School Reception 

 Health and Safety 

 Educational Visits 
 
Our Vision 
 
We are committed to: 
 

1) Delivering a high quality, professional service which supports the teaching and     learning of 
our young people. 

2) Ensuring the success of the school. 
3) Communicating in an effective way with young people, Learning Teams, colleagues, 

parents/carers and members of the community. 
4) Working together as a team and supporting one another. 

 
Buildings and Resources 
 
The team is housed in 4 locations throughout the School which include shared and private areas.  
These facilities are organised in such a way as to allow those who work most        closely together to 
communicate effectively with their immediate colleagues. 
 
ICT software packages used by our team include the Microsoft Office Suite, SIMS Modules (School 
Information Management System), Civica Financials Web, 4Matrix, Booking Pro and Every™ Facilities 
Management. 
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Site Manager - Level 2 - Person Specification 
 
This is an opportunity for a skilled individual to work in a key site management post which supports 
all staff, pupils and our link with the wider community.  The successful candidate will work in close 
partnership with a number of colleagues within the school.  

 
Essential qualities for all York High School Staff include: 
 

 Integrity and Honesty 
 Capacity for Hard Work 
 Commitment to High Standards 
 Flexibility 
 Determination 
 Sense of Humour 
 Optimism 
 Creativity 

 
 
Qualities specific to the post of Site Manager include: 
 

Essential Qualities 
 

 Able to communicate effectively at all levels. 
 Extremely well organised. 
 Creative and innovative approach to problem solving. 
 Have a flexible and professional approach to work. 
 Able to work under pressure and meet deadlines. 
 Able to organise own workload effectively. 
 Good Team Player 
 Able to establish good relationships with pupils and colleagues.  
 Able to deal with difficult situations. 
 Able to exercise good judgement. 
 A pro-active record of CPD. 
 Flexible to working alternative and occasionally additional hours 

 
 

Desirable Qualities 
 

 Experience of working in a school setting. 
 Experience of facilities management procedures. 
 Practical approach to computer software systems. 
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JOB DESCRIPTION                                
 

DIRECTORATE: DEPARTMENT: 
York High School 
   

JOB TITLE:  
Site Manager Level 2 
 

POST NUMBER: 
  

REPORTS TO (Job Title):  
Facilities Manager / School Business Manager 

Current Grade  
Grade 5 

1. MAIN PURPOSE OF JOB  
To make sure that the buildings and grounds are in proper working order, maintaining a 
safe working environment for all users of the facility. 
 

2. CORE RESPONSIBILITIES, TASKS & DUTIES: 
 

 i. To act as keyholder as first point of contact for access to school premises out of 
hours. 

 ii. To carry out minor repairs eg securing broken windows, changing light bulbs, 
lighting tubes and unblocking sinks and drains and report any faults requiring 
specialist help eg electrical contractor. 

 iii. To carry out checks ensuring lighting, heating, hot water, toilets and drainage are 
working adequately at the appropriate times. 

 iv. To make sure the premises are clean and that rubbish is collected and taken away, 
and any graffiti is removed. Includes cleaning up when children are ill or have 
accidents.  

 v. To maintain the grounds and remove litter. Includes salting and gritting and 
clearance of snow in adverse weather conditions. 

 vi. To be responsible for ordering of supplies and related budgets.  

 vii. To be responsible for the security of the buildings and grounds eg monitoring of 
surveillance equipment and intruder alarms. Includes accepting deliveries and 
checking off receipt of goods.  May be responsible for supervising contractors who 
are on site, 

 viii. To carry out security checks to the buildings and grounds. Unlocking and securing 
of buildings which may include room hire for non-school activities outside normal 
school hours. 

 ix. To ensure the safe storage of equipment and supplies and the keeping of 
appropriate records. 

 x. To make sure that all fire safety and health and safety regulations are adhered to 
eg testing of fire equipment and following the rules for evacuating the buildings 
and grounds.  

 xi. To be responsible for the planning of maintenance of plant and equipment eg 
portable appliance testing, boilers. 
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 xii. Arranging furniture and preparing rooms for meetings and activities and clearing 
away afterwards.  

3. SUPERVISION / MANAGEMENT OF PEOPLE 
No. reporting - Direct:  
None 
 
Indirect: 
Contact with contractors in respect of access, security, progress against their 
contract/programme of work and general conduct whilst on site. 
 

4. CREATIVITY & INNOVATION 
The work is generally covered by guidelines and policies but does require the postholder 
to be involved in the improvement of systems and  the development of procedures 
within their areas of responsibility. 

 

5. CONTACTS & RELATIONSHIPS 

 Internal 
Comes into regular contact with cleaning staff and other staff. Most issues will usually be 
on well-established matters. 

 External 
Comes into contact with suppliers and contractors, Education, planning and building 
professionals, parents, members of the public, the Fire Service and Police service. 
Most of the relationships are straightforward although there may be a need for the 
postholder to negotiate with contractors over site access, balancing the need to 
minimise disruption to school activities whilst still allowing building projects to progress 
according to the programme. 
 

6. DECISIONS – discretion & consequences 
Discretion 
Makes decisions about the day to day running of the school premises within clearly 
defined procedures.  Many decisions are dictated or influenced by risk assessment, 
Health and Safety legislation and school protocols.   
Consequences 
Ensures the efficient operation of the school site with minimal disruption to the 
provision of education. Also ensures that the premises are available for hire if required 
which may provide additional income for the school.   

 

7. RESOURCES – financial & equipment 
(Not budget, and not including desktop equipment.)  

    
Keyholder responsible for the proper use and safekeeping of school buildings and 
grounds, plant and machinery, may also include vehicles eg school minibus. 
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8. WORK ENVIRONMENT – work demands, physical demands, working conditions & work 
context 
Work demands 
The work is subject to change and interruption.  
Physical demands 
Work requires normal physical effort with periods of substantial effort involved in the 
maintenance of the entire site.  
Working conditions 
Work involves significant elements of inside or outside work  involving some exposure to 
unpleasant or difficult surroundings eg ladder work, boiler house, drains etc 
Work context 
May involve contact with potentially hazardous substances eg chemicals, hypodermic 
needles but training and protective equipment is given where appropriate. 
     

9. 
 

KNOWLEDGE & SKILLS 
The post holder needs a good level of practical skills in the following areas: 

 Buildings and grounds maintenance 

 Safe use of ladders and platforms 

 Manual handling techniques 

 Fire safety measures 

 Security issues (including re-programming alarms) 

 Safe use of power tools 

 Boiler maintenance 

 Locksmith techniques 

 Cleaning and maintenance of floor coverings and use of specialist equipment 
Needs to have a good awareness and knowledge of: 

 Health & Safety legislation and the practical implications 

 Safe disposal of sharps  

 COSHH issues 

 Electrical safety 

 CYC procurement /contractor lists 

 Waste disposal procedures 

 School protocols, policies and procedures 
 

10. Position of Job in Organisation Structure 
 
 
 
 
 
 
 
 
 

 

 

Job reports to: 
School Business Leader/Facilities Manager 

THIS JOB Other jobs at this level: Site Manager 


