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Job description: Site Assistant Job Description
Brighter Futures Educational Trust is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.	
Job details 
	Grade and salary
	H4/1

	Hours/weeks
	25 hours 52 weeks

	Contract type
	Probationary to permanent

	Reporting to
	

	Responsible for
	

	Last updated
	19th December 2025


Main purpose
To carry out a full range of duties to provide for general security and maintenance of Larwood School premises. To assist with site maintenance including general repairs, cleaning, painting and decorating and DIY as required.
Key accountabilities
To support the safe, compliant and efficient operation of the school site by undertaking routine inspections, maintenance tasks and ensuring adherence to health and safety, statutory, and regulatory standards. The role involves working closely with a variety of stakeholders to maintain a safe, attractive and well-functioning environment for pupils, staff and visitors.
Duties and responsibilities
Key Responsibilities:
Caretaking/ General Maintenance Services:
· Perform maintenance tasks (e.g. repairs, painting, furniture replacement) ensuring the associated risk assessments are in place
· Assist in identifying and prioritising maintenance works across the school site.
· Undertake all tasks as prioritised in the plan of work and in liaison with the Site Manager and Headteacher
· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease traps, and clean up spillages as required.
· To ensure that gullies, drains etc. are kept free from debris and that the school and grounds are litter free.
· Support the wider Trust’s site team with day to day maintenance, in the undertaking of their duties, as required.
Site Safety
· Ensure site security in respect of windows, doors and alarm systems
· Ensure safe access to buildings during adverse weather conditions; snow clearing and gritting of all essential paths as required
· Maintain vigilance for pupil safety and safeguarding whilst undertaking duties.
Health and Safety 
· Identify and report health and safety risks, hazards and compliance issues
· Cordon off and make immediate risks safe
· Follow organisational policies, procedures and governance processes
· Support, implement and adhere to all school and Trust policies (e.g. Safeguarding, Equal Opportunities, Health and Safety etc.)
Porterage Services
· Provide porterage services, receive deliveries, and transport items within the site
· Prepare rooms and halls for meetings and events, restoring them to their original arrangement afterwards.
After School Lettings
· Support after school lettings, ensuring hired areas are safe and appropriately prepared.
Callouts/ Emergencies
· Support and participate in emergency and contingency planning exercises.
Contractors/ Site Management Visitors
· Support tradesmen and contractors with day-to-day maintenance
· Communicate and direct service and maintenance contractors on site
· Ensure contractors follow permit systems and provide appropriate documentation.
General
· Participate in the Trust’s appraisal process and seek to develop skills further through professional development opportunities
· Carry out any other duties commensurate with the grade of the post as directed by the Site Manager
· Work across other sites in the Trust as required
Trust Responsibilities
· Contribute to the overall aims and values of our Trust, appreciate and support the roles of other members of the wider team and attend and participate in relevant meetings as required.
· Comply with the Trust policies and procedures including child protection, health and safety, welfare, security, confidentiality and data protection, reporting any concerns to the appropriate person.
· Contribute to ensure safeguarding procedures are in place and used effectively at all times.

Person specification 
Experience 
· Experience of working in a school or a similar environment
· Evidence of success in site related/DIY tasks
· Ability to use own initiative and work independently 
· Ability to adapt quickly and efficiently to changing circumstances/ situations
· Effective time management
· Work calmly under pressure
· Moving and carrying furniture and other equipment e.g. desks, tables, chairs, DIY equipment such as ladders
Essential:
· Full driving licence
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Registered Office: Larwood School, Larwood Drive, Stevenage, SG1 5BZ
Telephone: 01438 236333 Email: admin@bfetrust.org.uk Website: www.bfetrust.org.uk

Company Number: 10359418




