Job Description


Job Title:		Facilities Assistant 

Responsible To:		The headteacher & Business Manager

Responsible For:		Cleaners 

Grade:	Grade 4 Point SCP 7 - 12 (£26,406 – 28,598	)

A unique opportunity to join a passionate team of staff in an exciting and rewarding environment as Facilities Assistant, part of the St Clare CMAT Estates Team at St Thomas of Canterbury School.
Property and Estates provide a vital service to our educational environments and are a group of property experts who understand the challenges and demands of running an educational estate.
We are seeking a dedicated, enthusiastic, and knowledgeable Cluster Facilities Assistant to join us in creating an outstanding centre of educational excellence at St Thomas of Canterbury School. The successful candidate will be a passionate and driven individual with good communication, practical and organizational skills, and a desire to make a difference to the lives of our pupils and their communities.
The team also maintains a high level of Health and Safety and Compliance. As a Cluster Facilities Assistant you will play an instrumental part in the daily operations of the Academy.	                           
About the role
This role is responsible for ensuring the provision of effective security of the buildings, contents and grounds, including locking/unlocking and setting off alarms. You will be required to ensure that all buildings are properly cleaned and be responsible for identifying and reporting any defects or faults along with required repairs and maintenance to college buildings and estates equipment.

Main Responsibilities:
· Undertaking monitoring of appropriate estates related contracts in line with Trust policies, including all contractors’ personnel on site and assisting in the preparation of written reports
· Ensure all security procedures are followed effectively
· Undertaking porter duties as required, including the responsibility for the receipt of goods and services
· Log, facilitate and oversee reactive and planned preventative maintenance (PPM) visits.
· Support compliance with environmental, HSEQ and related operational standards
· Undertaking repair and maintenance work relative to the fabric, fixtures and fittings of the building, equipment and furniture following appropriate training
· You will be required to ensure that all buildings are properly cleaned and where appropriate, undertaking emergency and occasional cleaning such as cleaning and tidying appropriate external areas including the removal of litter and the emptying of litter bins.
· Participate in audits, including Health & Safety and security audits
· Responsible for the supervision and management of cleaning staff, ensuring high standards of cleanliness and hygiene.
· Keep records and reports showing everything meets required regulations, Basic IT administration, Cybersecurity awareness, administer computer systems and manage compliance tracking system.
· Undertaking appropriate training and personal development as required as part of a planned training programme 
· Willingness to work with other site teams across the Trust
· Providing sickness and absence/holiday cover where appropriate
· Carry out any additional duties as required by the line manager
Professional and Personal Competencies / Qualifications
· Strong team player
· Customer focused approach
· Excellent communication skills
· Effective problem-solving skills





Person Specification – Facilities Assistant

	
	Essential
	Desirable

	Education, Qualifications 
and training
	· A minimum of 5 GCSE at grade 4/C to include Maths and English
· Willingness to undertake ongoing professional training
· Experience in a similar position
	

	Knowledge  
and Experience
	· General Maintenance skills and knowledge.
· Good working knowledge of windows software including Office 365 and computer systems including Compliance Trackers.
· Ability to undertake repairs and respond to issues in a timely manner
· Knowledge of Compliance regulations
· Experience of Facilities management.
	Experience of Community projects


	Aptitude and Skills
	· Excellent customer service skills
· Well organised
· Ability to use initiative and demonstrate methodical approach to problem solving
· Ability to prioritise and work to deadlines
· Ability to work under pressure and be flexible when required
· Strong interpersonal skills
· Ability to use clear language to communicate information unambiguously
	

	Additional requirements 
	· Desire to enhance skills and knowledge
· Willingness to undertake First Aid training and to be a first aider.
	Knowledge and understanding of community sports




