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Facilities Assistant
West SILC – Working in Partnership to Make a Difference
We aim for all our students, irrespective of social class, age, gender, ability, religion, race or creed to: 
· Develop confidence, independence and self esteem.

· Actively contribute to their own learning.

· Develop respect for themselves and others.

· Enjoy and achieve their full potential.

We believe that all learners should have the opportunity to work and play alongside their mainstream peer group. 
Pay Range:
C1 - £26421 to £28770 depending on experience (pay award pending)
Hours:                                    
Full time, all year round 
Responsible to: 

Facilities Manager
Responsible for:
site management, contractors
Primary focus:

· To assist in making the school a clean, healthy, safe environment for all

· To assist in maintaining and developing the school premises and grounds

· Contribute to the safeguarding and promotion of the welfare and personal care of children and young people 

Key Responsibilities:

· Ensure that the school is open and fit for purpose for all school activities and agreed lettings

· Contribute towards developing the school buildings and grounds to enhance facilities and to ensure efficiency in their upkeep

· Play a pivotal role in ensuring school meets is statutory obligations in relation to premises and health and safety by completing tasks to a high standard, recording outcomes on Smart Log and saving evidence for future reference.
· Supporting the Facilities Manager with health and safety audits.

· Monitor the work of contractors and report any concerns to the Facilities Manager
· Attend all appropriate meetings, e.g. Site, Buildings, Health & Safety 
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Recognise own strengths and areas of expertise and use these to advise and support others

· Ensure safe use by self and others of equipment and materials

· Establish constructive relationships and communication with contractors and other agencies/professionals

Operational

· Ensure all documentation and monitoring is evidenced in meeting our statutory obligations for premises and health and safety including daily, weekly, monthly checks.

· Ensure contractors are provided with identity badges, and associated requirements

· Obtaining quotations for works required and liaising with the Facilities Manager in this regard

Finance

· Work with the Facilities Manager to ensure all spend associated with premises and health and safety is value for money and is being spent wisely. 

Maintenance & Repairs

· Make good, or report as appropriate, items of damage or disrepair around the school

· Carry out regular patrols of the premises and grounds to monitor and ensure cleanliness and good repair

· Assist with the movement of furniture for consultation evenings, staff meetings etc.
· Assist with the distribution of deliveries

· Maintain the stock of cleaning materials, tools and equipment in a safe and tidy manner e.g. in a tool box

· Keep a current inventory of all tools and equipment

· If appropriate, attend callouts and conduct emergency boarding up if necessary to secure the school premises

· Assist the Facilities Manager with arranging service and maintenance tenders

· Manage routine maintenance, repair schedules and specialist repairs

· Supervise maintenance contractors and undertake regular site inspections

· Identify defects and record repair and maintenance requirements

· Ensure that the heating and lighting systems are maintained and operated

· Provide emergency access to the school site

· Undertake specialist cleaning tasks

· Monitor performance of service contractors and record performance against specified standards

Environment

· Assist with the efficient operation of the schools’ heating system and keep the boiler house clean, tidy and safe

· Ensure that acceptable working conditions are maintained all year round

· Ensure the economic use of the school’s energy supplies e.g. switching off unnecessary lights

· Clean designated areas around the school if required

· Overall responsibility for the management of the hydrotherapy pools, directing staff as required to ensure they meet the legislative guidelines.

· Undertake risk assessment of security risks to the school (grounds, premises and contents) including vandalism/arson

· Contribute to the planning, development and monitoring of premises services and supervision, training and appraisal of contractors

· Arrange for regular security checks to be undertaken and advise on how security risks can be minimised

· Manage fire safety equipment provision and scheduling of fire drills

· Manage provision of alarm systems, CCTV or surveillance equipment where appropriate

· Liaise with police, fire brigade, security and surveillance contractors

· Oversee the activities of external contractors on-site and monitor and report on associated budgets

Health, Safety and Security

· Work with the Facilities Manager and accept delegated responsibility in ensuring all statutory obligations are met and evidenced i.e. fire, emergency lighting, PAT Testing, DEC certification, microbiological testing, etc. (as detailed on the school’s Behaviourwatch system).

· Ensure all daily, weekly, monthly checks are carried out in a timely manner, documented and evidenced including all those associated with fire.

· Monitor cleanliness and safety around the school and deal with proactively as required 

· Check that the toilets are kept clean, hygienic and free from litter 

· Provide emergency cleaning in case of sickness

· Adhere to all aspects of Health & Safety (including heating, safety, fire precautions and site cleanliness) and promptly report any hazard

· Support the process of providing statutory risk assessments throughout the school and take appropriate actions to ensure that the statutory requirements are met.

· Work with the Facilities Officer to ensure production of regularly updated fire safety plans

· Assist with the provision of precautions necessary to prevent fire or flood damage informing the Facilities Officer regularly of any potential problems

· Conduct regular patrols of the school premises during term time and at holiday times ensuring the security of the buildings 

· Attend after school activities, lettings and meetings as required

· Provide key holder cover (in the event of the managed service cover failing)

· Provide porterage provision for members of staff

· During school opening times challenge intruders where appropriate whilst paying regard to personal Health and Safety

· Be aware of the responsibility for personal Health, Safety and Welfare and that of others who may be affected by your actions or inactions

· Co-operate with the employer on all issues to do with Health, Safety and Welfare

· Support the school’s implementation of all other current statutory requirements e.g. Equality Act 2010, Access to Work, Equal Opportunities, Child Protection

Continuing Professional Development

· In conjunction with the line manager, take responsibility for personal professional development, keeping up to date with developments related to school efficiency which may lead to improvements in the day-to-day running of the school

· Undertake any necessary professional development as identified in the School Improvement Plan taking full advantage of any relevant training and development available

· Undergo appropriate training in order to develop skills for the post

· Maintain a portfolio of evidence to support the Performance Management process-evaluating and improving own practice

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder. It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties.

Elements of this job description and changes to it may be negotiated at the request of either the Head teacher or the incumbent of the post.

Signed.................................................... (Principal)  
Date: ……………………….

I acknowledge that I have seen and received a copy of the above job description.

Signed........................................................
Date: ………………………...
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West SILC

C1 Facilities Assistant - Person Specification

This information outlines the experience, knowledge and skills that are required of applicants for the above post.

Essential criteria are the minimum requirements and applicants must be able to meet these to be considered for the post.

Desirable criteria are non-essential but will strengthen an application and may be used to distinguish between acceptable candidates.
	
	Essential
	Desirable

	EXPERIENCE/

KNOWLEDGE


	· Experience of working in a facilities / premises related field.

· Evidence of working with Health & Safety legislation / Health & Safety Executive and understanding how this relates to premises/estates

· Good working knowledge of IT, including email and Microsoft Office

· Experience of supporting complex projects / change in a service led environment

· Ability to communicate effectively, orally and in writing with all stakeholders of the school community
	Facilities / premises experience gained within a school environment

Experience of working in a school environment

Experience of managing contractors related to asbestos

Fire Marshall experience



	PERSONAL JOB-RELATED SKILLS


	· Interpersonal, relationship-building and networking skills

· The ability to multi-task and prioritise workload

· Confident decision making

· Excellent time management skills

· The ability to draw information from various sources

· Clear and concise writing skills Teamwork skills 

· Good IT skills

· Practical, flexible and innovative approach to work

· Solution focused approach and confidence to make suggestions for process improvement
· Able to work independently as well as an effective member of a wider team, sharing best practice and providing encouragement to the wider site team
· An understanding of and empathy with the issues facing children/young people with special educational needs and disabilities and their families.

· Display high level of integrity with the ability to maintain confidentiality at all times 
	Skilled in areas such as joinery, plumbing, painting or plastering etc.

	EDUCATION QUALIFICATIONS


	· Level 2 or higher equivalent qualification in English - GCSEs minimum Grade C 

· High level written and verbal communication skills, including excellent spelling
	HND qualification or experience in related field

IOSH Qualification level 3 or experience in related field

Level 2 or higher equivalent qualifications in Maths 

	OTHER REQUIREMENTS


	· Driving licence and use of own transport as requirement to work across sites on a regular basis.
· Willingness to be flexible with working hours to respond to schools’ needs

· Enhanced DBS check
	


