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JOB DESCRIPTION 

	Job Title:
	Assistant Site Agent

	Responsible to:
	Site Agent

	Pay Range:
	2DS Points 5-7    £25,583 to £26,403 FTE
Actual Salary     £11,067 to £11,417

16 hours a week, 52 weeks per year 
Normal working pattern: Monday – Friday 


	Date Prepared:
	March 2026

	JOB SUMMARY: 
To support the smooth operation and maintenance of the school premises, ensuring a safe, secure, and efficient environment for staff, pupils, and visitors. Responsibilities include managing materials, caretaking duties, performing routine maintenance and minor repairs. The role requires daily inspections, health and safety monitoring, and compliance with regulations.

KEY RESPONSIBILITIES: 

Site Security
· Lock/unlock all school buildings and site;
· Maintain the security of school premises by securing entrances/exits as appropriate and reporting potential security breaches; 
· Assist with regular security checks; 
· Operate alarm systems where appropriate and undertake any testing that is required; 
· Cover lettings;
· Respond to alarm call outs;
· Supervise contractors whilst on site; 
Cleaning, Maintenance and Health & Safety
· Assist with minor/simple repairs e.g. minor plumbing, changing light bulbs, unblocking drains, repairing door furniture;
· Operation of heating plant, cooling and lighting systems etc; reporting faulty equipment & other maintenance requirements which are not able to be fixed ‘in house’ to the Site Agent; 
· Supervision of the cleaning team, escalating any staffing or cleansing/safety concerns to line manager promptly; 
· Undertake emergency cleaning duties. ie, spills during school day and removal of graffiti;
· Undertake routine tasks in connection with premises-related contractors, e.g. cleaning, grounds   maintenance;
· Provide emergency access to the school site;
· Undertake activities to maintain safe and clean external environment e.g. litter picking, waste collection removal of snow and gritting pathways/school grounds as needed;
· Refill and replace consumables re; soap and paper towels

Key Activities - Resources 
· Undertake basic record keeping and complete health and safety records as directed; 
· Assist with the receipt, distribution, collection and despatch of goods; 
· Maintain and arrange orderly and secure storage of supplies; 
· Work with the Site Agent to ensure the school minibus/s are roadworthy, clean, serviced and MOT’d
· Work with the Site agent to ensure the hydrotherapy pool and pool area are safe and well maintained.
Key Activities – Organisation & Supervisory 
· Deputise for Site Agent and be available to cover lettings in absence of Site Agent sometimes at short notice; 
· Assist and participate in the organisation and movement of furniture within the building; 
· Supervise contractors whilst on site, ensuring that they have completed any required documentation as required; 
Other:
· Attend relevant training as required in regard to the requirement of the post and as directed by the Trust
· Perform any other duties of a similar level and responsibility as required from time to time.
· To treat all information acquired through employment, both formally and informally, in strict confidence 
· Adhere to school/Trust policies and procedures






The job description is not prescriptive, nor necessarily a comprehensive definition of the post. As such, it may be subject to amendment, after discussion, to meet the changing needs of the school and/or the wider Trust.
The Trust will seek to ensure that all existing and potential employees and students are given equal opportunities for employment and education. It is committed to the elimination of unlawful or unfair discrimination on the grounds of any of the protected characteristics (as defined by the Equality Act 2010). The Trust will seek to ensure that no applicant for employment or education is disadvantaged by conditions or requirements which cannot be justified. The Trust provides an open, welcoming and safe environment for all its students, employees and visitors.

BILTT is committed to Safeguarding, Prevent, the welfare of pupils and ensuring equality of opportunity for all pupils, staff, parents and carers; irrespective of age, disability, gender reassignment, marriage & civil partnership, pregnancy & maternity, race, belief, sex or sexual orientation and expects staff to share that commitment. The post is subject to satisfactory references, social media checks, enhanced DBS, probationary period & health clearance.

It is an offence to apply for a role if you are barred from engaging in regulated activity relevant to children. This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore applicants are required to declare any convictions, cautions, reprimands and final warnings that are not protected (i.e. that are not filtered out) as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013).

















PERSON SPECIFICATION – ASSISTANT SITE AGENT 
	
	Essential Attributes 
	Preferred Attributes 

	Education & Qualifications 
	· Able to communicate verbally, in writing, by email & on the phone.

· Able to complete paperwork, forms & reports etc.

	· Relevant trade qualification (e.g. carpentry, electrical, plumbing)
· Knowledge of general swimming pool maintenance i.e., water testing and chemical use/storage. (training will be given)
· Able to drive a car/motor vehicle.
· D1 Licence Holder
· MIDAS certificate to drive school minibus.

	Skills & Knowledge
	· Ability to undertake a range of routine maintenance, handyman & decorating tasks.
· Ability to work under pressure & prioritise tasks/deadlines.
· Ability to work on own initiative and make decisions.
· Ability to work as a team member.
· Basic knowledge of health & safety & COSHH
· Ability to develop good working relationships with staff, pupils, visitors, contractors etc.
· A commitment to equality principles
	
· Previous experience in a similar post in a school/educational setting
· Experience using industrial cleaning machines.
· Relevant training e.g. ladder, legionella, COSHH, moving and handling etc.
· Proven ICT skills



	Physical 
	· Ability to undertake physical/manual work including lifting for porterage, carpentry, decorating etc.
· Able to climb/use ladders/work at height.
· Ability to move and use domestic and industrial type cleaning equipment & maintenance tools – Training can be provided if needed.
	

	Personal Attributes  
	· Trustworthiness
· Ability & willingness to support & cover colleagues at other Trust schools when necessary.
· Willingness to wear protective equipment as supplied.
· First aid training (training will be given)
· This is a customer facing post and the post holder must have the ability to fulfil all spoken aspects of the role with confidence through the medium of English.
	


Bedford Inclusive Learning and Training Trust (BILTT)
Registered Office: Manor Drive, Kempston, Bedford, MK42 7AB 
BILTT has exempt charitable status, Company No: 08156641
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