















Job Description for Site Agent

JOB TITLE :	Site Agent

GRADE :	L3

JOB PURPOSE :	Undertake a variety of building checks, preventative planned maintenance and repair/maintenance tasks to ensure that facilities are fit for purpose and comply with Health & Safety Regulations

[bookmark: _GoBack]RESPONSIBLE TO:	Business & Operations Manager

MAIN DUTIES AND RESPONSIBILITIES:
1. Undertake pre-opening and /or closing checks, and maintenance checks ensuring that all equipment and facilities meet health and safety requirements and are secure.
2. In consultation with school staff and the Building Services Officer ensure that all activity areas are in a condition that allows them to be fully utilised as dictated by the facilities programme.
3. Undertake word-processing, data input, spreadsheet and desk top publishing work, setting up spreadsheets and analysing data effectively, including uploading information to the website.
4. Undertake general cleaning duties including resolution of blockages, when necessary and ensure that standards of cleanliness are maintained within the school including monitoring work of cleaning operatives as required.
5. Carry out maintenance duties within the building including minor carpentry, plumbing tasks, moving furniture, changing lamps and periodic deep cleaning.
6. When applicable, undertake the maintenance of outside areas including minor repairs to gates and fencing, pathways, sweeping up leaves, keeping grounds tidy and safe, clearing snow from drives and footpaths and salting as required.
6. Undertake minor repairs to equipment and furniture and be able to report any items requiring either major repair or that is unsafe to use.

7. Undertake painting and decorating when required.
8. Ensure all appropriate records and documentation are logged in accordance with policies and procedures  and as directed by the Headteacher and Building Services Officer.
9. Ensure that all duties and activities are carried out in line with established policies and proce- dures of Active Luton and relevant legislation. Under the direction of management, evaluate and review procedures

DIMENSIONS:

Supervisory Management: Where necessary full time, part-time and casual employees
Financial Resources: Will be responsible for ordering cleaning supplies Physical Resources: Cleaning and handyperson tools and equipment.. Other: None

CONTEXT: All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan. This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.

The post holder will be responsible for all aspects of health and safety of the public and employees, ensuring compliance with Normal Operating Procedures, Emergency Action Plans, Lone Working Procedures, management Guidelines and all other current procedures, including National and International legislation where relevant to leisure.

The postholder will have contact with a wide range of people including senior management, external organisations and parents. The postholder will operate within a demanding environment and will need to be reactive to frequently changing priorities and deadlines, and will need to demonstrate discretion, sensitivity and confidentiality.

Because of the nature of this job, it will be necessary for the appropriate level of Data Barring Service (DBS) disclosure to be undertaken. Therefore, it is essential in making your application you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders 1974 (Exemptions) (Amendments) Order 1986. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up, any failure to disclose
such convictions will result in dismissal or disciplinary action by the Authority. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.

Physical Effort:
Repetitive manual handling tasks such as mopping, sweeping, moving supplies and furniture throughout a normal shift.
Use of hand tools including electrical items
Frequent bending and stretching to undertake maintenance tasks in awkward locations. Climbing ladders (weekly).

Working Environment:
Frequent exposure to unpleasant odours.
Frequent use of cleaning substances covered by COSHH regulations. Protective clothing/equipment is provided.


The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service

CVs will not be accepted for any posts based in schools.

SITE AGENT PERSONNEL SPECIFICATION
Grid for preparing Personnel Specification and for short listing
(1 = Application Form   2 = Interview   3 = Test   4 = Proof of Qualification  5 = Practical Exercise)

	SPECIFICATION
	ESSENTIAL
	How Measured
	DESIRABLE
	How Measured

	Experience
	Demonstrable experience of mainte- nance and maintenance checks re- lating to buildings and equipment
	1, 2
	
	

	Skills/Abilities
	Able to deal politely and tactfully with a wide range of people.

Able to complete a variety of maintenance and cleaning tasks to a high standard

Able to work unsupervised and as part of a team.

Able to work within and meet strict deadlines and targets

Able to review and interpret drawings, plans, data and proce- dures

Able to read, record and transfer accurately information
	1, 2


1, 2



1, 2


1 ,2


1,2



1,2
	
	

	Equality Issues
	Able to identify some types of discrimination that commonly exist.
	1, 2
	
	

	Specialist Knowledge
	Some knowledge of Health & Safety Regulations in relation to facility operation.
	1,2
	Some knowledge of School policies and procedures.
	1,2

	Education and Training
	Demonstrable experience in a similar role within facilities
	1, 2
	A basic qualification in plumbing, carpentry or other associated trades

Demonstrable experience in a similar role within a school
	1,2




4

	Other Requirements
	Hold a driving license and have the ability to travel to sites within the Borough
	1,2,4
	
	



SITE AGENT PERSONNEL SPECIFICATION
Grid for preparing Personnel Specification and for short listing
(1 = Application Form   2 = Interview   3 = Test   4 = Proof of Qualification  5 = Practical Exercise)

	SPECIFICATION
	ESSENTIAL
	How Measured
	DESIRABLE
	How Measured

	Other Requirements
	Able to lift/move and handle, using lifting aids, if appropriate (after training) in line with Health and Safety regulations
	1, 2
	
	



We will consider any reasonable adjustments under the terms of the Disability Discrimination Act (1995), to enable an applicant with a disability (as defined under the Act) to meet the  requirements of the post.

The Job-holder will ensure that River Bank’s policies are reflected in all aspects of his/her work, in particular those relating to;
Equal Opportunities Health and Safety
(iii) Data Protection Act (1984 & 1998)
(iv) Safeguarding

‘The School is committed to safeguarding and promoting the welfare of children and ex- pects all staff to share this commitment. Applicants must be willing to undergo child pro- tection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.

CVs will not be accepted for any posts based in schools.
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