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Job Description

Job Title: 	Facilities Assistant - 37 hrs per week, full year (the role may involve some shift working including weekends)

Accountable to: 	Facilities and Health & Safety Manager

Key Relationships: 	Facilities Team, ICT Team, School Principals, Operations and Education Staff


Core Purpose:

The post holder will support the Trust’s Operations and Facilities functions by ensuring the smooth, safe and efficient running of the school site, maintaining a high‑quality, safe and secure environment and ensuring compliance with health and safety regulations and Trust policy and procedures.
They may be required to work at any of the Trust’s buildings and will carry out a mixed portfolio of tasks across the Trust’s schools (currently Aston University Engineering Academy and Aston University Mathematics School). 

Key Responsibilities:

· Maintenance and repair of all building fabric, mechanical, electrical and engineering systems within experience and capability.
· Availability for the emergency call out service and stand-by and backup facilities.
· Supervision of all sub-contract suppliers as necessary.
· Supervision of all FM areas including plant room, workshops and stores.
· Carry out fire precautions, ensure provision of fire drill notices, check fire escape routes, ensure daily, weekly, termly and annual checks of fire equipment are undertaken and recorded.
· Be Available for Community events as requested by the Facilities Manager to provide security and janitorial cover.
· Ensure that officers and contractors engaged in work on the school site maintain a high standard of work, use equipment, materials and chemicals that meet with Health and Safety requirements and conditions of contract and are not harmful to the building fabric or staff, students etc, reporting to Facilities Manager if necessary.
· Responsible for the security of the buildings, grounds and boundary including routine and non-routine opening of the premises and setting of alarms.
· Ensure an attractive and welcoming site, clear of graffiti, litter and fallen leaves.
· Ensure that all necessary steps and precautions are taken to prevent driving over paths, grass or other unauthorised areas, where possible preventing trespass and unauthorised parking.
· Reporting all repairs and maintenance needs outside of this job description to the
· Facilities Manager or appropriate officer in their absence and to ensure that contractors on site do not cause a Health and Safety hazard or damage Academy property in any way and report any such matters to the Facilities Manager as necessary.
· Responsible for signing job completion/customer satisfaction notes in the absence of the Facilities Manager as required, checking that contractors vacate the site on completion and sign in/out in line with Academy procedures.
· Make daily inspections of site, inside and outside, to make sure that all equipment is safe and that the removal of any dangerous materials or objects take place.
· Take delivery of site stores and materials and equipment, ensuring correct distribution and storage within the school.
· Availability for Setting out & Clearance of Furniture for assemblies or other meeting/functions as required.
· Report any Heating or Plant faults to the Facilities Manager to enable correct temperatures and the availability of an adequate supply of hot water. Arrange for any deficiencies to be corrected by the appropriate authority in the absence of the Facilities Manager.
· Routine checks to be made to identify faulty equipment including water boilers, cookers, refrigerators, etc. and arrange necessary repairs if required.
· Monitor and store securely the equipment provided to you for the purpose of your work to ensure that it is kept in good order and retain records of same.
· Undertake minor repairs and maintenance work including carpentry, plumbing, and general handyman duties e.g. Minor plaster repairs, replacing loose tiles, re-laying uneven paving, changing light tubes etc.
· Carry out grounds maintenance work to ensure that the site has an attractive appearance inc. general clearance of shrub borders, hedgerows, grass areas, gullies adjacent to walls and paths play areas and playing courts of litter and waste.
· Undertake regular and routine clearance of drains and gullies to ensure these are kept free flowing.
· Ensure that all areas, particularly toilets are kept clean throughout the day to include spillages & bodily fluids.
· Clean windows, directional signs, name boards and cycle areas regularly as required.
· Carry out procedures in the event of any emergency, and in response to an emergency call out including ‘First Fix’ repairs.
· Ensure that paths, steps, walkways, outdoor spaces, car park etc. are kept free of snow and ice as necessary.
· Carry out other duties appropriate to the grade and range of the post that may be required 


Responsibility for supporting AUSEAT: 

· Promoting and safeguarding the welfare of children and young people.
· Supporting and promoting the Trust ethos and contributing to the overall aims of the Trust. 
· Being aware of and complying with policies and procedures relating to staff conduct, child protection, health and safety, security, confidentiality and data protection, including reporting any concerns to an appropriate person.
· Appreciating and supporting the role of other professionals. 
· Attending and participating in relevant meetings as required. 
· Participating in training and performance development as required.









Person Specification

	
	Essential
	Desirable

	Qualifications & Training
	· Good general education including GCSE (or equivalent) in English and Maths.
	· Health & Safety, COSHH or site-related certification.


	Experience
	· Experience in building maintenance, caretaking, facilities work or practical trades.
	· Experience working in a school or multi‑site organisation.


	Knowledge & Understanding
	· Basic understanding of health & safety, safeguarding and site security procedures.
	· Knowledge of compliance processes (asbestos, legionella, fire safety).


	Skills & Abilities
	· Ability to undertake minor repairs, manual handling and basic maintenance tasks.
· Good communication skills and ability to work independently and as part of a team.
· Good organisation, attention to detail and ability to prioritise.

	· Ability to use digital systems or electronic maintenance logs.

	Personal Qualities
	· Professional, reliable and customer‑focused.
	

	Other Requirements
	· Willingness to work flexibly, including occasional evenings or weekends.	
	· Full UK driving licence.
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