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	Job title:
	Site Assistant

	Hours of work:
	See advert for details

	Salary:
	Grade 3, SCP 3-4



Reporting to the Office Manager the Site Assistant will work under the direction and instruction of senior staff to provide routine cleaning and/or caretaking tasks to support the effective operation of the school.
Security and Safety
· Unlock and secure premises at agreed times and maintain the key(s) in their possession for emergency call-out.
· Check that the heating and lighting systems are operating satisfactorily and checking their efficiency with regard to energy conservation.
· Check fire and/or security alarms are working satisfactorily.
· Ensure that premises are in a safe, tidy and satisfactory condition prior to use.
· Maintain vigilance for Health and Safety concerns in and around the building.

Maintenance and Cleaning
· In conjunction with the Site Manager inspect outside fabric of School, report/repair defects as appropriate. Inspect all fences, gates, walls, steps, lights etc.
· Undertake designated gardening duties.
· Support the Site Manager in carrying our minor works in order to improve the site, as directed.
· Support the site manager to carry out minor repairs to include for example: minor plumbing, joinery, electrical work and internal decoration and maintenance, e.g. replacing door handles, replacing light bulbs, furniture, replacing door and window catches.
· Support the site manager in minor improvements, such as the erection of small shelves, display and notice boards.
· Dispose of such waste materials arising from the use of the premises as are not covered by alternative arrangements.
· Replace such consumables on the premises in appropriate locations as are not covered by alternative arrangements, e.g. toilet rolls, soap, towels, etc.
· Clean designated areas not covered by alternative arrangements, e.g. outside areas, car parks, drains, boiler house, stores etc. This may include cleaning up after contractors during school closure periods.
· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, and clean up spillages as required.
· Remove spillages and resultant stains from floors and other surfaces.
· Carry out the removal of debris from gullies, drains etc. and that the school and ground are litter free. Litter bins are to be emptied and the contents disposed of on a daily basis.
· Ensure clear and safe pedestrian access to the school particularly in adverse weather conditions (e.g. snow clearing, gritting, clearing leaves).
· Carry out internal/external window cleaning where required paying due regard to working at height regulations. Locking and unlocking windows and doors as directed.

· Undertaking training in use of methods, materials and equipment, as instigated by your Supervisor.
· Working safely using correct warning signs, protective clothing and safety equipment, being mindful of hazards to other staff and pupils. Compliance with the Health & Safety practices of the School
· Replenishing supplies of toiletries, plastic bags etc., as directed.
· Ensuring all containers of cleaning agents are correctly labelled before use and are used safely and in compliance with manufacturers written instructions and that all chemicals are securely stored away when not in use.
· Emptying vacuum cleaners and buffer vacuum bags at the end of each session. Cleaning and checking all equipment used after use, checking cables for wear and tear and storing away in a suitable safe area. Notifying supervisor of any faults found.
· Ensure mops, cloths etc., are washed and left to dry as appropriate at the end of each session.
· Reporting immediately to your Supervisor any defective electrical sockets, lighting, vandalism etc., in your cleaning area.
· Replenish low stock levels of materials and equipment for which you are responsible.
· Assist in keeping chemicals and cleaning materials and equipment storage areas in a clean and tidy condition.
· Covering on a rota basis for absent colleagues when required, which may involve some change in hours/times.

Resources
· General portage and collection activities as required including setting up and clearing away furniture.
· To attend to, where necessary, personnel visiting the site such as contractors, representatives of utilities (gas, electric) and monitor any work being carried out with the support of the Site Manager
· Attend to the replacement of paper towels, toilet rolls and soap in toilets and teaching areas

Support to School
· Promote and safeguard the welfare of children and young persons you are responsible for or come into contact with.
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the school.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training and other learning activities and performance development as required.
· Assist with pupil needs as appropriate during the school day.


Person Specification
Competent at basic building repairs and maintenance and grounds maintenance an advantage. Use of small industrial I electrical I mechanical equipment. You should be able to regularly handle/carry heavy items (within Health & Safety manual lifting and handling regulations).

Willing and able to start work early when required. Must be flexible with regard to working hours.

Qualifications

Willing to undergo training as required; able to understand and apply regulations (such as health & safety, manual handling regulations etc.). Able to operate electrical / mechanical systems.

Practical Skills

· Reading, writing and numeracy skills sufficient to check delivery notes, lettings forms etc. Able to regularly handle I carry heavy items.

Personal Qualities and Attributes

· A proven record of a high level of attendance at work; honest; polite and courteous to members of the public, staff and pupils; calm and patient when under pressure; co-operative with other employees, parents and visitors.
· Able to show initiative and work proactively to aid in the smooth running of the site

Additional Information:

Hales Valley Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All offers of employment are subject to an Enhanced DBS check, and where applicable, a prohibition from teaching check will be completed for all applicants.
This post is exempt from the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (2013 and 2020). This means that certain convictions and cautions are considered ‘protected’ and do not need to be disclosed to employers, and if they are disclosed, employers cannot take them into account. Guidance about whether a conviction or caution should be disclosed can be found on the Ministry of Justice website:

https://www.gov.uk/government/publications/new-guidance-on-the-rehabilitation-of-offenders-act-1974
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