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JOB DESCRIPTION

Job title: Estates Assistant 
Team: Estates Team
Reporting to: Site Manager 

Contract: Permanent, Full-time, 52 weeks per annum (part time will be considered)
Grade: 4
Hours/week: 22.5 per week
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Location: North Hub, based primarily at Glory Farm Primary School (with duties extending to The Cooper School as required).
Main purpose of the role 
The Estates Assistant plays a vital role in maintaining a safe, clean, and functional environment across the school premises. Working under the guidance of the Site Supervisor, the post holder ensures the upkeep of the school’s estate, compliance with health and safety regulations, and supports the day-to-day operational needs of the site.
SPECIFIC RESPONSIBILITIES:
Main Duties
· Security: Ensure the security of the school buildings and site by conducting daily security checks, including locking and unlocking premises at specified times. 
· Record Keeping: Maintain accurate records related to site maintenance and security. 
· Health & Safety: Adhere to health and safety regulations (e.g., COSHH), taking immediate action to address hazards and reporting serious issues to the line manager promptly.
· Portering: Carry out general maintenance tasks, such as moving furniture and equipment within the school. Ensuring that the school is ready for the staff to teach the children. 
· Maintenance: Perform minor repairs and maintenance tasks that do not require specialised skills or certifications. 
· Systems Operations: Operate essential systems, including heating, lighting, and security systems such as CCTV and alarms. 
· Logistics: Receive and manage deliveries arriving at the school premises. 
· Waste Management: Collect, assemble, and prepare waste for collection. 

Additional Responsibilities
· Periodically clean designated areas within the school building and grounds as directed. 
· Support the maintenance of specialised equipment, such as sports or theatrical equipment, following appropriate training. 
· Assist with lettings, ensuring associated tasks are completed in line with local agreements. 
· Serve as a designated key holder, providing emergency access to the school and The Cooper School premises when required. 
· Act as the school’s liaison for contractors handling premises-related matters. 
· Organise and manage health and safety testing procedures and take part in the annual Health and Safety audit. 

General Trust Duties: 

· Flexibility: This job description is illustrative, and the list of responsibilities is not exhaustive. The post holder must remain flexible to ensure the operational needs of the Trust are met, including undertaking duties of a similar nature across various workplaces within the Trust. 
· Confidentiality: Always maintain strict confidentiality regarding sensitive information covered by the Data Protection Act or other legislation. 
· Policy Compliance: Comply with, and assist with the development of, Acer Trust policies relating to child protection, health, safety, security, and data protection. 
· Professional Relationships: Support equal opportunities, contribute to the overall ethos and aims of the Trust, and establish constructive communication with external agents and professionals. 
· Development: Attend regular meetings and actively participate in regular training and performance development to maintain up-to-date knowledge. 
· Health & Safety Responsibility: In accordance with the Health and Safety at Work etc. Act 1974, the post holder has personal responsibility for their own health and safety and that of other employees. 

Safeguarding Children and Young People
Acer Trust is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check.




PERSON SPECIFICATION

Job title: Estates Assistant 
Team: Estates Team
Reporting to: Site Manager/School Business Manager

	Technical or specialist
	Requirement

	Knowledge of Health & Safety issues e.g. COSHH, Risk Assessment
	Desirable

	Sound knowledge of completing maintenance tasks
	Essential

	Has completed IOSH or NEBOSH training
	Desirable

	Full UK Driving licence
	Essential

	Literacy and numeracy
	Requirement

	Effective verbal communication and written skills
	Essential

	Ability to work in a google environment-good computer skills
	Essential

	GCSE English and Maths (Grade C or the equivalent)
	Essential

	Good organisational and time management skills
	Essential

	Personal characteristics
	Requirement

	Able to work on your own and within a team
	Essential

	Collaborative and empathetic
	Essential

	Diplomatic and pragmatic
	Essential

	Committed to the vision and values of Acer Trust
	Essential

	Committed to own learning and professional development
	Essential

	Flexible and adaptable
	Essential
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