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	Job Title:
	Facilities Maintenance Assistant

	Location:
	Bedford Academy with a requirement to work at other schools within the Trust as required

	Reports to:
	Facilities & Community Lettings Manager




[bookmark: _Hlk76706835]HEART Academies Trust is a family of academies, at the heart of the community, improving life chances for all through challenge and support. We strive to transform educational outcomes of students from a young age by providing exciting, new and different opportunities for learning and applied learning. Our overwhelming belief is that every child can be successful, both personally and academically, with early and effective help from staff that know and value them as an individual. HEART Academies Trust aims to bring about a substantial increase in the educational attainment, expectations and aspirations of all in the community.

[bookmark: _Hlk76706890]Bedford Academy is part of HEART Academies Trust. The maintenance of all school sites within the Trust is managed centrally by a team of maintenance personnel. The role of Facilities Maintenance Assistant will be based primarily at Bedford Academy but as the Facilities team work collectively to provide a high-quality maintenance service across the Trust, the post holder may be asked to provide maintenance support at one of the other school sites at any time, both on a temporary and permanent basis.

Job Purpose

To support the Chief Operating Officer and the Facilities Team Lead with the general maintenance and security of Trust premises to ensure safe, secure and clean environments conducive to learning.

To work collaboratively with all staff and parents/carers to support student well-being and promote the values of the Trust and each school.

Specific Responsibilities

The following is an indicative list of duties which is not exhaustive and will be subject to review to reflect the changing work composition of the Trust.

Main Activities

· Undertake the opening and closing of Trust premises and maintain site security procedures.
· Undertake general maintenance repairs, decorating and grounds upkeep.
· Operate systems such as heating, lighting, ventilation etc.
· Complete various mandatory health & safety checks including those related to fire and security systems, COSHH, water hygiene, electric, gas etc.
· Be proactive and enthusiastic in undertaking training to improve and enhance skills.

Principle Accountabilities

· Ensure that buildings and site are secure, including during out of school hours and take remedial action if required.
· Act as a designated key holder for schools as directed. 
· Report any breaches of security to the Facilities Team Lead and Head Teacher and ensure that any resultant damage is resolved promptly.
· Prevent unauthorised/unsafe parking on school sites. 
· Provide access to premises and arrange emergency repairs out of school hours.
· Remove snow and other obstructions from main entrances, steps, paths, car parks etc. and maintain adequate stocks of salt and sand.
· Notify the Facilities Team Lead where there is a pest or vermin problem and deal with the issue as directed.
· Operate and regularly check systems such as heating, cooling, lighting, fire and security to ensure that the premises are at operating at optimum levels.
· Undertake general repairs and maintenance tasks of the buildings and site as requested by the Facilities Team Lead.
· Undertake risk assessments before commencing any works.
· Liaise with the Facilities Team Lead to ensure regular maintenance and safety checks are carried out as per the annual maintenance schedule.
· Undertake regular health and safety checks of buildings, grounds, fixtures and fittings and equipment (including compliance with fire safety regulations), in line with schedules.
· Under the direction of the Facilities Team Lead, keep up to date records of daily, weekly and monthly mandatory health and safety checks.
· Perform duties in line with health and safety and COSHH regulations and take appropriate action where hazards are identified. Report serious hazards to the Facilities Team Lead and Head Teacher immediately.
· Assist the Head Teacher and Facilities Team Lead with the operation of the school alarm systems, fire evacuation and lockdown in-vacuation procedures.
· Oversee external contractors whilst on site, checking that work has been completed to required standards.
· Assist with the maintenance and upkeep of grounds to always maintain a high standard. Perform regular litter picking on school grounds to maintain a litter free environment.
· Empty site waste bins regularly. Collect and assemble waste ready for collection.
· Provide an effective porterage facility, operating agreed procedures for receiving, recording and directing all deliveries. Undertake the moving of furniture and equipment within schools as required. Maintain the asset register.
· Assist with the setup of equipment and furniture for school events, including examinations.
· Assist as required with the supervision of various school and community letting events which may also be held during the evening and weekends.
· Undertake emergency cleaning and removal of graffiti.
· Ensure that the school buildings and site are clean, accessible and meet set hygiene standards. Supervise the work of the cleaning staff on a day-to-day basis and cover cleaning duties of absent cleaners as required.
· Monitor cleaning stock supplies and submit orders for processing to the Facilities Maintenance Coordinator as required.
· Operate and store allocated equipment, tools and chemicals safely and securely.
· Assist with deep-cleaning and maintenance programmes during school closure periods.
· Assist with the operation of the Trust’s minibus fleet, including keeping them clean. As required act as a minibus driver as part of a weekly rota, including school trips.
· Comply with environmentally friendly practices and policies within the Trust, including energy conservation and recycling.

Common Roles of All Members of the Trust Team

Leadership: Vision and Values

· Lead by example, providing inspiration and motivation, and embody for the students, staff, governors, parents and wider community the vision, purpose and leadership of the Trust
· To ensure equal opportunities for all.
· To be committed to safeguarding and to promoting the welfare of all young people.
· To assist in the development of a culture and environment in which young people thrive and to drive innovation.
· To drive up educational standards, promote life-long learning and continually improve outcomes for all.
· Lead and contribute to an ethos in the Trust where well-being and respect are at the heart of the Trust and each student is valued and nurtured to develop personally and educationally.

Leading and Managing Others and Self
· Develop and maintain a culture of high expectations for self and others.
· Regularly review own practice, set personal targets and take responsibility for own development.
· Actively engage in the performance review process.
· Work within the Trust’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents, colleagues and visitors.
· Adhere to Trust policies and procedures.

















Person Specification

	Area
	Essential
	Desirable

	Qualifications & Experience
	· Able to undertake all areas of work detailed within the job description.
· Able to competently undertake general repairs and maintenance tasks.

	· Possess a trade qualification e.g. plumbing, electrics, carpentry, plastering etc.

· Practical experience of Health & Safety
  and Security issues, (or a willingness to
  learn).

  Experience of working in a school 
  environment or similar.

 





































	Characteristics
	· Enthusiastic, motivated maintenance professional with a positive ‘can do’ attitude.
· Professional, friendly & flexible approach to working hours.
· Hard working with strong personal drive and willingness to get things done. 
· Punctual with good attendance records. 
· A willingness to contribute to the wider life of the Trust.
· A willingness to attend training and improve and enhance skill set.
· Dedicated and passionate about delivering the best for customers.
· Good interpersonal skills, including the ability to work as a team member but also having self- motivation when working independently
· Empathy with staff, students & educational values


	

	  Other
	· Willing to undertake an Enhanced DBS
	· Possess a full, clean driving licence.
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