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	Soke Education Trust
JOB DESCRIPTION
Site Officer





Position:		Site Officer

[bookmark: _heading=h.gjdgxs]Salary:			NJC Point 12-19 37 hours per week, 52 weeks per year

Responsible to: 	Operations Manager/Headteacher

Core Purpose:
To meet the Trust’s aim:
“Strive for high expectations, explore the world we live in and transform life opportunities to enable children to learn important knowledge, skills and concepts so they make meaning of the world and thrive within it.”

 
Main duties and responsibilities

Security
· Responsible for ensuring the buildings, grounds and contents are secured through carrying out standard and non-standard opening and closing routines.
· am routine: Unlocking gates and entrance doors, alarm re-set, check state of building, switch on/off lights, open/close windows as required.
· pm routine: Conduct walk around, closing doors/windows, turn the lights off, lock doors as required, locking external doors and gates, set alarm.
· Liaise with security contractors re fire and intruder alarm systems.
· Undertake weekly fire testing and all associated tasks for logging and communicating with monitoring companies.
· Provide access to school as may be required out of normal hours in the event of fire, flood, snow or similar emergencies.
· Supervise lettings when requested by the Headteacher and ensure buildings and contents are secured appropriately.
· Contact directly the appropriate services in the event of fire, flood, break in, vandalism and accident.
· Notify the Headteacher where appropriate the necessity for any repairs/maintenance.


Heating /Lighting
· Operation of the heating plant and liaising with Headteacher and contractors associated with the maintenance and upkeep of such services.
· Monitoring energy usage through meter readings and liaison with Headteacher
· Ensure the heating plant allows frost protection and time operate for holiday periods.
· Ensure lighting throughout the school buildings including exterior lighting operates effectively.
· Replacement of bulbs/tubes ensuring appropriate disposal.
· Promote energy conservation through good practise.

Ground Maintenance
· Liaise with Ground Maintenance contractor.
· Clean outside hard areas three times per week, eg. playground, paths and entrances, collect all litter from outside bins and convey to nominated collection or disposal point. Clean gullies and drains at surface level. Ensure all outdoor learning areas are safe and clean.
· Ensure gutters and drains operate efficiently.
· Ensure safe access to school site in all weather conditions including salting pathways/access points during frost/ice/snow.

Repairs and maintenance
· Regular inspection of the physical condition of the building, furniture and equipment, excluding the carrying out of specialist tests and inspections.
· Carry out non specialist building maintenance work, plumbing, glazing, carpentry, painting where such work is agreed as being within the reasonable capacity of a normal handyman.
· Drawing the attention of the appropriate person, by completing the relevant documentation or otherwise, to any repairs or maintenance work which is beyond the competence and responsibility of the staff.
· Liaise with the Headteacher and report property maintenance /repairs for contractor response.
· Assist with enquiries from officers and employees of Alderman Jacobs School, local authority, workmen and contractors, and report their presence to the Headteacher/nominated person. Direct workmen and contractors to the site of repair and maintenance work. Inspect, monitor and record work performance.
· Undertake routine procedures and inspection of ancillary equipment such as pumps.

Cleaning
· Maintain adequate supplies of caretaking requirements, cleaning materials keeping records and COSHH compliant.
· Carry out first line repairs to cleaning equipment and ensure equipment is in safe and proper working condition.
· Take out of use caretaking and cleaning equipment known to be faulty and organise the repair.
· Remove all refuse internally collected from within the school and convey to nominated collection point for collection by refuse contractor.
· Carry out cleaning in specified areas as allocated by the school, including emergency cleaning as required i.e. as a result of an accident, sickness, vandalism. May be required to clean critical areas i.e. toilets.
· During school closure periods undertake floor treatment work i.e. preparation, application of polishes and seals and carpet shampooing. Inspect and maintain certain school equipment, effect minor repairs and report defects.
· Replenish consumable items i.e. soap, towels, toilet paper etc as required throughout the school.
· Undertake emergency cover cleaning activities in response to cleaner absences.


Portering
· Accept deliveries of stores, materials and other goods and convey to appropriate storage areas.
· Move furniture and equipment as required.
· Help set up for school and FOAJS events as required.

Liaison
· Carry out normal supervisory duties in line with school policy and expectation.
· Maintain good employee and contractor relations.

Lettings
· Undertake occasional lettings as agreed with the Headteacher/ ensuring the school is presented appropriately.
· All lettings will be agreed with appropriate remuneration for the hours worked.
· Preparing for daytime, evening and weekend activities as required, clearing and (in specific circumstances) cleaning up after these activities, within the normal hours of work, including lettings and community use in these hours. Laying out of furniture for meetings as required.

Other duties
· Ensure the Site Officer activities and the school environment conforms to current Health and Safety legislation including COSHH, Fire Regulations and ladder safety.
· Undertake all paperwork and maintain records associated with the role including water, fire door and other checks. 
· Take appropriate remedial action or report working practices or unsafe conditions that may contravene the Health and Safety at Work Act and the Fire Precautions Regulations.
· Ensure statutory checks are completed, logged and liaise with external partners.
· Maintain fish tank and feed regularly.
· Attend all relevant CPD as required/directed.
· Attend meetings with Headteacher as required.
· Provide such services as required by the Headteacher

Weekend duties
It is expected that Site Officer duties associated with occasional weekend use of the school will be required. Subject to local agreement and with appropriate remuneration.

School Closure duties
During school closure periods undertake floor treatment work/clean lighting fixtures/decoration work based on consultations with the Headteacher. Inspect and maintain certain school equipment, effect minor repairs and report defects.


Safeguarding
· To ensure an environment that safeguards all pupils
· Encourage good practice by promoting and championing the child protection policy and procedures
· Respond appropriately to disclosures or concerns which relate to the well-being of a child, following school policies at all times.
· Attend and participate in relevant training, sharing knowledge and ideas gained with colleagues
· To read and keep up to date with changes to school policies and DfE guidance


This job description may be amended at any time after discussion with you, but in any case will be reviewed at the beginning of each new school year.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Successful candidates will be subject to an enhanced DBS check and medical questionnaire.
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