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	Job Title:
	Site Assistant
	Reports to:
	Site Manager

	Location:
	The Peak Academy
	Accountable to:
	Headteacher

	Salary/Grade:
	Grade G
	Hours of Work:
	22.2hrs (working all year round)



Principle Purpose of the Role
 
· The post holder will follow all policies and procedures as defined by the Learning Environment Manual and follow associated task sheets, keeping records as required.
· Under the supervision of the Regional Site Manager, to assist with the general security of the school premises. To assist with the maintenance of the premises, machinery and plant equipment. 
· To carry out daily inspections of the premises to identify damage and/or vandalism and to report findings to the Regional Site Manager to help maintain the internal and external fabric of the school premises as a safe working and learning environment.

As well as the core responsibilities detailed above, other key areas of accountabilities and tasks include:

Key Duties
 
· To be responsible for following the requirements of the Learning Environment task sheets which define minimum daily, weekly, monthly, termly and annual tasks associated to the safe operation of school buildings and their sites, recording details as required
· To be responsible for the general security of the school premises under the supervision of the Regional Site Manager
· To carry out key holder duties and respond to emergency call-outs
· To assist with the maintenance of the premises, machinery and plant equipment
· To undertake letting duties ensuring the agreed user requirements are met
· To carry out the supervision and allocation of work to a team of cleaning staff ensuring all cleaning is to a satisfactory level and undertake the induction and instruction of cleaners
· To be responsible for ordering a limited range of cleaning materials i.e. soap, towels etc
· To carry out daily inspection of the premises to identify damage and/or vandalism and report findings to the Regional Site Manager
· To clear litter daily to ensure compliance with the Environmental Protection Act
· To carry out general maintenance duties to include; replacement of tap washers and ball valves; repair of door and window furniture; fitting of coat hooks, shelves and display boards; re-hanging of doors; carry out repairs/make good chairs and tables etc
· To carry out grounds maintenance tasks to include; weeding hard paved areas; treating pathways, steps etc. with salt, sand and grit; painting and decorating as required and undertaking spring-cleaning including some high-level cleaning
· To maintain and repair glazing, maintain and repair vinyl and ceramic floor and wall tiling, minor plastering i.e. patching walls
· To undertake other duties appropriate to the grade of the post

Decision Making
 
· The job involves working from instructions but making minor decisions involving the use of initiative. 
· Problems are referred to a supervisor/manager. Little close supervision is necessary beyond that provided by working arrangements and methods.

Demands
 
· Ongoing considerable physical effort is required to push, lift, bend and stretch and to carry furniture, equipment and supplies. 
· The post requires general awareness and sensory attention with periods of concentration for up to two hours whilst carrying out repair and maintenance work.
· There will be some work-related pressure from conflicting work demands, deadlines and interruptions.

Generic Responsibilities

· To maintain ongoing Continuous Professional Development (CPD) activity and undertake any in-service training related to the post, including annual mandatory and role-specific training.
· To maintain regular contact and good working relationships with all staff throughout the Trust and external organisations.
· To maintain the security of the data held in the Trust systems in line with all relevant legislation, including the Data Protection Act 1998 and UK General Data Protection Regulations.
· To actively participate and attend team (and other) meetings as required for updates regarding Departmental procedures and action accordingly.
· To support the Trust’s internal and external audit processes.
· To act as an exemplary role model of the Trust’s values and behaviours.
· To ensure that safe working practices are followed in respect of all areas within the provisions of The Health and Safety at Work Act 1974.
· To comply with Trust Policies and Procedures.  
· To maintain confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other people except in the recognised course of duty. The postholder must always meet the requirements of the Data Protection Act.
· To be aware of, promote and implement the Trust’s Quality and Information Security Management Systems.
· To report to line manager, or other appropriate person, in the event of awareness of bad practice.

Staff Development and Performance

1. The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
1. The Trust will aid and agree development objectives for the postholder to enable the postholder to achieve their objectives and standards in line with the development plan.
1. If the postholder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their line manager at the earliest opportunity.

Working Conditions

· Post holder is required to work outdoors for a considerable proportion of the working week in all weathers. 
· Post holder may be exposed to disagreeable working conditions e.g. cleaning up bodily fluids, working in confined spaces or with unpleasant/hazardous materials and exposure to dirt, dust and noise from machinery and equipment.

Note: You may be required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed. As such, the job description therefore is not intended to be exhaustive. It is also subject to change in the light of service developments and in consultation with the postholder and their manager. The post holder will be expected to adopt a flexible attitude to the duties to meet deadlines.
























Person Specification

	Education and Training

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Minibus test certificate
	D
	X
	X

	Experience, Knowledge and Skills

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Understanding of basic maintenance work and the safe use of associated tools and equipment
	E
	X
	X

	Knowledge of Health and Safety at Work Act including COSHH regulations
	E
	X
	X

	Experience of carrying out administrative processes relevant to the job
	E
	X
	X

	Experience of staff supervision
	E
	X
	X

	Numeracy and literacy skills to carry out the above functions
	E
	X
	X

	Able to solve varied problems arising from staffing issues and cleaning duties
	E
	X
	X

	Able to exchange information, both orally and in writing, with other staff and occasionally with contractors and visitors to the school. Some tact may be required.
	E
	X
	X

	Considerable precision to operate hand tools and associated equipment and machinery
	E
	X
	X

	Full clean driving licence
	E
	X
	X

	Able to participate in regular training associated to the safe operation of a school building and its site
	E
	X
	X

	Able to communicate with Learning Environment colleagues and consultants via email and telephone
	E
	X
	X

	Personal Attributes

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Able to follow all policies and procedures as defined by the Learning Environment Manual and associated task sheets, keeping records as required
	E
	X
	X

	Able to visit other Reach South schools in Plymouth to assist with similar duties
	E
	X
	X

	Able to act at all times in accordance with appropriate legislation and regulations, codes of practice, the provisions of the Trust’s constitution and its policies and procedures.
	E
	X
	X

	Able to work within the requirements of the Trust’s Health and Safety policy, performance standards, safe systems of work and procedures.
	E
	X
	X

	Able to undertake all duties with due regard to the Trust equalities policy and relevant legislation.  
	E
	X
	X
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