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Post Title:		Site Assistant  (OAT London)
	
Reporting to:		Site Supervisor/Manager 

Location: 		Academy based (London) 

Salary / Grade:		Grade 2 (£30,224 - £31,084)) 
			

Status: 			Full Time permanent, all year round 

Hours:			37 hours a week, flexible to meet the needs of the business. 
Work outside of academy hours may be required. 
Shift work across opening hours of school.

The role will be Academy based, however, there may be a requirement to support other Academies within the London cluster to cover absence or business need.



Core Purpose:	
· Provide caretaking and estates services in order to facilitate the effective teaching and learning of students and the full use of the academy by those who occupy it. 
· Support the organisation’s energy management strategies by monitoring and altering the use of various systems.
· Support with the management of Health & Safety across the academy site.
· Carry out repairs and maintenance of the academy site including improvements and alterations to the building fabric, fixtures and fittings.
· Have key holder responsibilities including opening or closing the site and alarm call out response. 
· Ensure all classrooms and teaching spaces are fit for purpose for students and teachers. 


Main duties and responsibilities
· Open the academy site for use by the school community, ensuring that any damage, health & safety issues or faults with the buildings M&E is reported as a matter of urgency.
· Carry out duties in adverse weather to ensure the site is safe for occupancy and operation, following pre-agreed procedures.
· Close the academy site ensuring all facilities are secure and alarmed or transferred to the care of lettings providers.
· To be aware of all academy policies relating to the role and carry out the responsibilities detailed therein.
· Ensure the security of the site at all times, including outside of normal operating times, and respond to call outs from lettings providers or alarm activations.
· Ensure all Academy grounds and facilities are free from litter, vandalism and graffiti.
· Carry out regular maintenance to drains, gutters and downspouts are kept free of blockages.
· Use both manual and electronic systems to communicate with staff, maintain site records, log faults and undertake training as directed by the Site Manager/Site Supervisor. 
· Respond in a timely manner to any premises related issues with the delivery of routine and non-routine services. 
· Work alone as required to undertake the role and in line with the academy’s lone worker policies and procedures.
· Maintain appropriate levels of cleaning products at various locations as directed by the Site Manager/Site Supervisor.
· Carry out general porterage duties including movement of deliveries, equipment and furniture within health and safety guidelines.
· To be trained in and carry out first aid duties relating to staff, visitors and, in emergencies, students.
· Undertake site compliance checks as directed by the Site Manager/Site Supervisor, including weekly fire alarm tests, fire extinguisher and fire door checks.
· Support planned and unplanned fire evacuations and site lockdowns.
· Support the management of health and safety in relation to the premises and undertake training as required.
· Ensure the correct procedures are followed for the safe and efficient handling of Academy waste.
· Carry out legionella flush checks on all hot and cold-water outlets where areas of the buildings have been unused for more than a week.
· As part of the site maintenance team undertake reactive and planned repairs, maintenance and improvement works including decorating, as directed by the Site Manager/Site Supervisor. 
· Under the direction of the Site Manager/Site Supervisor ensure that site equipment such as ladders and cleaning machines are maintained, safe and made available for use by other members of staff.
· Liaise with users of the building as appropriate to facilitate additional or non-standard usage of the building, outside usual educational hours.
· In limited circumstances deputise for the Site Manager/Site Supervisor.

[bookmark: _Hlk32411901]Training and development 
· Support staff inductions for the correct use of site equipment.
· Attend events and training as required.

Academy site specific duties
This section captures duties and responsibilities that are specific to this particular academy and staffing organisation

· Support the school behaviour management policy whilst working around the site.
· Develop constructive relationships and communicate with other agencies/professionals.
· Wear the uniform and all personal protective equipment provided by the Academy.
· Work with the Letting Management company, London Cluster Estates Manager and Principal/Head of School to ensure that the services are in place for agreed activities out of hours.  

General responsibilities
· To adhere at all times to the Ormiston Academies Trust’s policies and procedures 
· Maintain confidentiality of information acquired in the course of undertaking duties 
· Ensure that work is completed in compliance with relevant legislation and procedures relating to this role 
· Ensure GDPR principles are embedded in normal working practices and training is completed as required. 
· Post holders may be required to work flexibly in order to meet the business needs. All staff are required to partake in performance management reviews and training activities 
· Be aware of safeguarding and promoting the welfare of children and to report any concerns in accordance with the Academy safeguarding policy.
· The above list is not exclusive or exhaustive, and the Academy may require the post holder to undertake duties commensurate with the level of the role. As part of your wider duties and responsibilities, you are required to promote and actively support the Academy’s responsibilities towards safeguarding. 
· The Trust expects that all employees will deal with people in a courteous manner, politely and tactfully, communicating with colleagues both formally and informally, modelling the Academy’s Code of Conduct and the equality policy objectives. 


DBS 
· An enhanced disclosure and barring check will be a requirement of the post





Personal Specification

	Attributes tested by Application, Interview, Task and References 

	Qualifications & Experience

	Essential E/ Desirable D

	· Experience of caretaking or similar site support/grounds work 
	E

	· Basic level of building maintenance repairs (general)
	D

	· Must be able to consistently demonstrate they are numerate and literate
	E

	· Minimum GCSE Maths & English Grades A*-C or equivalent
	D

	· Level 2 NVQ or equivalent 
	D

	· Knowledge and experience of health and safety and building maintenance
	D

	· Experience of working in a school environment
	D

	Skills and Abilities
	

	· Ability to complete work to the required standards and to agreed deadlines
	E

	· Ability to complete records, electronically and hard copies, accurately
	E

	· [bookmark: _Hlk32404649]A good level of ICT competency
	E

	· Ability to develop and maintain effective working relationships with a range of people
	E

	· Demonstrates a flexible approach to work to enable effective delivery of service
	E

	· [bookmark: _Hlk32404808]Ability to work alone when securing academy buildings and facilities
	E

	Other Attributes
	

	· [bookmark: _Hlk32405167]Analytical and problem-solving skills
	E

	· Ability to perform the physical tasks required by the post
	E

	· Be committed to continuous personal and professional development to maintain and extend skills and knowledge 
	E

	· Good interpersonal skills with all members of the school community and 3rd party support providers
	E

	· Reliable, honest and trustworthy
	E

	· Able to work on own initiative, self-motivated and flexible
	E

	· Willingness to be trained and keep up to date with changes in all relevant legislation
	E

	· Able to tackle difficult situations / individuals and resolve issues
	E

	· A willingness to embrace and celebrate the ethos and values of OAT as an organisation
	E
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