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	Job Title:
	Site Assistant
	Reports to:
	Site Manager

	Location:
	SAIL ACADEMY
	Accountable to:
	Head of School

	Salary/Grade:
	Wilt Grade G - £29064 to £31022
	Hours of Work:
	37 hours a week, all year round



 
Principle Purpose of the Role
As our Site Assistant, you'll play a vital role in ensuring our school facilities are safe, functional, and conducive to learning. This isn't just about maintenance; it's about actively contributing to an environment that empowers our pupils. You'll be:
· Maintaining a Safe and Stimulating Environment: Regularly inspecting the school grounds and buildings, identifying and addressing maintenance needs promptly to ensure a secure and inspiring space for our pupils. This includes everything from minor repairs to ensuring equipment is in excellent working order.
· Enabling Learning and Well-being: Supporting the team in adapting spaces to meet the sensory and communication needs of our pupils, contributing to an environment that reduces anxiety and promotes engagement.
· Working as Part of a Child-Centered Team: Collaborating closely with teachers, therapists, and support staff to understand the unique needs of our students and how the physical environment can best support their development. Your input will be highly valued in our holistic approach.
· Ensuring Compliance: Adhering to all health and safety regulations, maintaining accurate records, and contributing to a culture of safety across the school.

Key Duties
· Responsible for following the requirements of the ‘Every’ compliance task software which defines the daily, weekly, monthly, termly, and annual tasks associated with the safe operation of school buildings and their sites, recording details as required.
· Responsible for the general security of the school premises
· Carry out key holder duties to include unlocking and securing of site on a daily basis
· Assist with the maintenance of the premises, machinery and plant equipment
· Carry out daily inspection of the premises to identify damage and/or vandalism and report findings to the Office Manager / Headteacher
· Clear litter daily to ensure compliance with the Environmental Protection Act
· Carry out general maintenance and repair duties such as the replacement of tap washers and ball valves; repair of door and window furniture; fitting of coat hooks, shelves and display boards; re-hanging of doors; carry out repairs/make good chairs and tables. Annual PAT.
· Carry out ground maintenance tasks including weeding hard paved areas; treating pathways, steps, etc. with salt, sand and grit; painting and decorating as required and undertake occasional safety or hazard related cleaning
· Assist with setting up for school events such as plays, exams and parents’ evenings
· Undertake other duties appropriate to the grade of the post 




Generic Responsibilities
• To maintain ongoing Continuous Professional Development (CPD) activity and undertake any in-service training related to the post, including annual mandatory and role-specific training.
• To maintain regular contact and good working relationships with all staff throughout the Trust and external organisations.
• To maintain the security of the data held in the Trust systems in line with all relevant legislation, including the Data Protection Act 1998 and UK General Data Protection Regulations.
• To actively participate and attend team (and other) meetings as required for updates regarding Departmental procedures and action accordingly.
• To support the Trust’s internal and external audit processes.
• To act as an exemplary role model of the Trust’s values and behaviours.
• To ensure that safe working practices are followed in respect of all areas within the provisions of The Health and Safety at Work Act 1974.
• To comply with Trust Policies and Procedures.
• To maintain confidentiality about clients, staff, and other Trust business. The work is of a confidential nature and information gained must not be communicated to other people except in the recognised course of duty. The postholder must always meet the requirements of the Data Protection Act.
• To be aware of, promote and implement the Trust’s Quality and Information Security Management
Systems.
• To report to line manager, or other appropriate person, in the event of awareness of bad practice.
 
Staff Development and Performance
· The post holder will have an appraisal of performance each year and will be responsible for agreeing a development plan in agreement with their manager or immediate supervisor. The development plan will be reviewed each year.
· The Trust will aid and agree development objectives for the postholder to enable the postholder to achieve their objectives and standards in line with the development plan.
· If the postholder feels they are not achieving their objective as agreed in the development plan they will bring it to the attention of their line manager at the earliest opportunity.
 
Demands and Working Conditions
• This is an operational post and there will be considerable conflicting work demands, deadlines and interruptions, particularly during peak periods and operational deadlines.
• The postholder is to undertake other duties commensurate to the grade of the post.
• Adhoc travel to attend training events and meetings may be required.
• There may be occasions when it will be necessary to cover other roles within the team or to work with other colleagues when there are peaks and pressing issues.
• There may be a requirement to spend large amounts of time working on sensitive information, for example, reports and audits.
Note: You may be required to perform duties other than those given in the job description for the post. The duties and responsibilities attached to posts may vary from time to time without changing the character of the duties or the level of responsibility entailed. As such, the job description therefore is not intended to be exhaustive. It is also subject to change in the light of service developments and in consultation with the postholder and their manager. The post holder will be expected to adopt a flexible attitude to the duties to meet deadlines.
Person Specification

	Education and Training

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Three GCSE/O Level/Functional Skills passes to include grade C/4 or above in English and Mathematics (or equivalent)
	E
	
	

	Asbestos Awareness, COSHH, Fire Safety, Legionella Awareness
(appropriate training
will be given)
	
	D
	

	Experience, Knowledge and Skills

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Proficiency in Microsoft Office programs, specifically, Word, Excel, Outlook, PowerPoint
	E
	
	

	Knowledge of how to work and maintain confidentiality in relation to data/information at all times
	E
	
	

	[bookmark: _Hlk94006511]Ability to read, write and communicate effectively in English in order to deliver in all aspects of the role
	E
	
	

	Previous experience of working in the education sector
	
	D
	

	Understanding of basic maintenance work and the safe use of associated tools and equipment
	E
	
	

	Knowledge of Health and Safety at Work Act including COSHH regulations
	E
	
	

	Experience of carrying out administrative processes relevant to the job
	E
	
	

	Good understanding of safeguarding and the ability to communicate with pupils, staff and parents
	E
	
	

	The role involves exchanging information, both orally and electronically, with other staff and occasionally with contractors and visitors to the school. Some tact may be required
	E
	
	

	Considerable precision required to operate hand tools and associated equipment and machinery
	E
	
	

	The post holder will be required to participate in regular training associated with the safe operation of a school building and its site and other types of training related to the safeguarding of children in line with Keeping Children Safe in Education (2021)
	E
	
	

	Valid UK Driving License
	
	D
	

	Previous experience of driving a category D1 vehicle would be advantageous but is not essential for this role
	
	D
	

	Personal Attributes

	Specification
	Essential (E) / Desirable (D)
	Assess at application
	Assess at interview

	Highly organised and able to manage a busy workload 
	E
	
	

	Commitment to safeguarding and promoting the welfare of children and young people
	E
	
	

	Clear understanding and working knowledge of Reach South Academy Trust, its ethos and values partners, relevant systems and procedures
	E
	
	

	Demonstrate personal and professional integrity, including modelling values and vision;
	E
	
	

	Commitment to promote and support the aims and value partners Reach South Academy Trust
	E
	
	

	Motivated to work within the education sector and alignment with Reach South values and behaviours
	E
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