                          

Candidate Pack
 Site Assistant 
(Part-Time)
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At Flegg, we are driven by a clear and ambitious vision: to provide a world-class education built on the values of Kindness, Aspiration, and Respect. We believe every child should be challenged to achieve their best, supported with compassion, and inspired to grow into confident, capable young people who thrive in all areas of their life.
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Vacancy: Site Assistant (Part-Time)
Flegg High Ormiston Academy is part of the Ormiston Academies Trust.  The academy has an excellent profile locally and has won many prestigious awards.  We actively promote development of the whole child, as well as ensuring access to a broad and balanced curriculum and excellent extra-curricular opportunities. Quite simply, we believe that every member of Flegg High Ormiston Academy has the right to be happy, safe and successful.

We are seeking to appoint an experienced and enthusiastic Site Assistant to join our committed and professional site team. 
The successful candidate will need to provide an outstanding service and maintain a professional attitude and appearance at all times. You will also have an awareness of health and safety responsibilities and an eagerness to gain experience and to participate in staff training as and when required. 
The successful candidate will be encouraged and supported to play a full part in the life of the academy, including extra-curricular activities.

You will need to be: 
· Fast thinking and a good communicator
· Flexible team player
· Firm, fair and consistent
· Able to use your initiative
· Able to meet deadlines
What we will offer:

· A high quality, range of continual professional development opportunities both within and outside of the trust
· A dedicated and supportive department 
· Motivated students, keen to learn

Hours: 25 hours per week, 06.50am -11.50pm Monday – Friday, part-time, permanent contract. 

Salary: OAT Grade 2 Point 4 (£25,185.00 FTE) - (£17,016.89 Actual) per annum
The post holder must be able to be flexible and to vary their hours according to the needs of the school. This would include some evening and weekend work to cover parent evenings and other school events. During the school holidays, working times will be adjusted according to the needs of the site. 
Closing Date: 3pm Tuesday 11th August 2026 

Interview Date: Friday 14th August 2026

Start Date: September 2026 or ASAP 

To find out more or visit the academy please contact Ms Brown on 01493 749214
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Job Description
Name:				
Job Title: 			Site Assistant  
Grade:			OAT Grade 2 Point 4
Responsible To:    	Operations Manager
Responsible for:	Providing efficient and effective caretaking support to the Academy including ensuring the security and general appearance of the buildings and surrounding areas are maintained in accordance with the required standards and in accordance with the practices and procedures of the Academy / Ormiston Academies Trust

This school is committed to safeguarding and promoting the welfare of children and young people and requires all staff to share this commitment.
General Responsibilities:
· To work as part of a team to help to keep the Academy clean, tidy, safe and secure
· To carry out porterage duties.
· To carry out basic handypersons tasks.
· To act as a key holder.
· To ensure heating plant and equipment is efficiently and effectively operated, make adjustments as necessary and reports defects and malfunctions.
· Liaising with other staff members to ensure that the Academy premises and contents are properly maintained, secured and ready for use.
· To undertake any professional duties as reasonably delegated by the Principal.
· Work to a high standard in implementing agreed policies, priorities and expectations.
· Engage in relevant professional development including meetings and training.
· Maintaining constant awareness of the physical condition of the building, furniture and equipment and taking appropriate steps to ensure maintenance and repairs are carried out when necessary.
· To carry out key holder responsibilities including the operation of the fire and intruder alarms, locking/unlocking entrances, checking and securing windows and internal doors.
· To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease traps etc. and clean up spillages as required. 
· To assist with ensuring that the Academy grounds are litter free; emptying and cleaning bins and managing recycling.
· To assist with ensuring clear and safe pedestrian access to the Academy particularly in adverse weather conditions (e.g. clearing snow, gritting etc.) 
· To report emergencies in the case of faults with gas, electric and water supply to the Operations Manager/Principal, or where not immediately available to appropriate contractors.









 
· To attend to, where necessary, personnel visiting the site such as contractors and to ensure they are aware of any potential hazards connected with their presence on the premises, having regard to the Health and safety at work Act 1974. 
· To have responsibility for the thorough cleaning of some sensitive areas including offices and the Reception area and meeting rooms.
· To ensure heating plant and equipment is efficiently and effectively operated, making adjustments as necessary and reports defects and malfunctions.
· To be responsible for maintaining the security of the premises and its contents in accordance with the Academy’s current requirements.
· To carry out porterage tasks as required including setting up and clearing away furniture, 
· To carry out handypersons duties including basic plumbing: un-blocking sinks, traps and waste pipes, replacing seats, basic repairs to sanitary ware.
· To dispose of waste materials in a safe, hygienic manner ensuring that it is available for collection as required including the safe storage of confidential waste.
· Replacement of light bulbs, fluorescent tubes etc.
· Emergency cleaning that will include the safe clearing up of vomit and other body fluids; spillage of paint, food and drinks that may present a slip hazard. To follow the procedures laid out in the event of an oil spill.

Other Considerations: 

The post holder will be expected to observe safe working practices in carrying out the required duties and ensure that instructions specified by technical consultants, contractors and manufacturers are adhered to. There is an expectation that the post holder will work at heights in accordance to risk assessments and OAT ‘s Working at Height Policy.

CONTEXT
All staff are part of a whole academy team.  Each individual is required to support the values and ethos of the academy and academy priorities as defined in the Academy Improvement Plan.  This will mean focusing on the needs of colleagues, parents and students and being flexible in a demanding environment.
Due to the nature of this job, it will be necessary for the appropriate level of Criminal Record Disclosure to be undertaken.  It is essential you disclose whether you have any pending charges, convictions, bind-overs or cautions and if so, for which offences.  This post will be exempt from the provisions of Section 4, (2), of the Rehabilitation of Offenders 1974 (exemptions) (Amendments) Order 1986.  Therefore, you are not entitled to withhold information about convictions which for other purposes are “spent” under the provisions of the Act.  Any failure to disclose such convictions will result in dismissal or disciplinary action by the academy. 
The applicant will be required to safeguard and promote 
the welfare of children and young people.

This job description forms part of the contract of employment of the person appointed to the post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future. 


Signature ______________________________________   Date _________________
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