[image: image1.png]


[image: image2.png]Fylde Coast Academy Trust

A Local Solution

>
Pride Ambition Respect Resilience Integrity Excellence ===






Job Description 

	Job Title:
	Site Assistant

	Salary:
	Grade B 

Points 9-13 on the NJC Pay Scale currently £14,975 – £16,191

	Responsible to:
	Senior Site Supervisor, Site Supervisors, Cleaning Managers

	Date of Job Description:
	April 2016


	Purpose of the Role:

	In this role you will be assisting the site team in the maintenance and smooth running of the school premises, ensuring a high standard at all times. 


	Main Tasks and Responsibilities:

	Storekeeping

· Taking the timely delivery of stores, materials and other goods and safely storing them.

· Despatching stores, materials and goods timely, safely and securely to the correct departments within school.

Security

· Assist with routine and none-routine opening and closing of school premises and grounds as required.

· Monitor and report to the site team any trespassers or unauthorised parking and assist the site team in responding to this as directed.

Cleaning 

· Perform both inside and outside cleaning duties as allocated and directed.

· Removal of weeds from paved and tarmac areas.

· Removal of rubbish from all areas within and surrounding the school, ensuring that all playground areas are safe for student use.

· Minimising the dispersal of rubbish around the school premises and grounds by ensuring that litter bins are emptied when necessary.

Maintenance

· Inform the site team of any repair or maintenance work required within and outside the school building.

· Assist the site team in carrying out maintenance duties and repairs as directed.

· Directing workmen or contractors to the location of repair or maintenance work as required.

Emergencies

· Assist in providing safe access to the school and classrooms where required in the event of snow, ice, minor flooding or similar emergencies. 

Miscellaneous

· Arrange furniture in the assembly hall daily and in other rooms throughout the school building as required.

· Ensure all school clocks are working and set to the correct time.

· Complete any paperwork as requested by the site team.

· Carry out any reasonable instruction of the Senior Site Supervisor, Site Supervisors or Cleaning Managers relating to site assistance, including security, cleaning, maintenance, emergencies etc. 

Health and Safety

· To perform all duties in line with health and safety regulations (including COSHH) and take action where hazards are identified, report problems with equipment and serious hazards to Line Manager immediately. 

Safeguarding

· To adhere to school safeguarding procedures.




Person Specification

	Knowledge, experience and skills
	Essential (E) or Desirable (D)

	Knowledge

· Basic literacy and numeracy skills.

· Knowledge of health and safety and safe manual handling.

· Basic IT/computer skills.

Experience 

· Experience of working in a Site Assistant, Cleaning or Maintenance Assistant role.

Skills

· Good verbal communication skills.

· Good customer service skills.

· Good time management skills.

· Able to work flexibly.

· Able to respond well to changing priorities.

· Good organisation skills.
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