[image: image1.png]




	Job Title: Site Assistant
	Grade: Band 4 (3-4) 

	Work Location: Oastler School
	Salary Range:   £9.36ph to 9.55ph

	Reports To: Site Manager
	Hours:
5 hours per day



 1pm to 6pm all year round 


BACKGROUND/INTRODUCTION
Oastlers School is a purpose-built school for learners with social, emotional and mental health disturbance.  Some have additional learning difficulties compounded by other complex needs such as mental health problems which combined create barriers to learning.

We are now looking for a practical, flexible and well-motivated individual to take on the role of Site Assistant.  You will be hardworking, reliable, well-organised and able to use your own initiative.  You will also have excellent practical/DIY skills, as well as an awareness of health and safety considerations.

.

In return, we will offer you a highly supportive workplace, one that is visionary, inspirational and accepts nothing but the best.  You will be supported to further yourself, you will access high quality training and be encouraged to be the best you can.  

PURPOSE OF THE JOB

To provide a high-quality caretaking and cleaning service by using established standards, procedures and safe working methods that deliver a clean, hygienic, safe and pleasant environment for staff, learners and visitors to work in.
DUTIES AND RESPONSIBILITIES

SECURITY OF PREMISES
· Secure premises at the end of each day including securing all internal/external doors, locking of school gates and enabling the school alarm system.
· Switching on/off appropriate alarm systems
· Preventing trespass on school premised and grounds

· Ensuring unauthorised parking of vehicles does not occur

· Carrying out recognised procedures in the event of fire, flood, breaking and entering, accident or major damage

GENERAL
· General maintenance and minor repair work to the fabric, fixtures, fittings and furniture of the building
· General maintenance around the school grounds including litter picking and emptying of litter bins.

· Appropriate painting and redecoration

· Porterage duties and moving of furniture

· Cleaning duties for designated area 
· Manual handling of furniture for the set-up of functions such as assembly and meetings

· Empty internal communal rubbish bins daily and work with learners on recycling initiatives

· Collect recycling paper and confidential waste.

· Ensure external rubbish is stored appropriately.

· Assist staff with simple tasks as requested

· Monitor stock levels for items such as cleaning material and paper, informing the Site Manager when new stock required.

· Maintain your equipment and materials – this will include safety checks, cleaning and correct storage of equipment and materials after use.  The post holder must report and remove damage/repairs required to cleaning equipment/tools and the fabric of the building immediately to the Site Manager.

· Maintain tidy and organised work spaces and storage areas.

· Operate relevant equipment/ICT packages (MS Office, interent)

· Report any safeguarding concerns immediately to a Designated Safeguarding Lead

· The ability to liaise with a range of multi-agency professionals when visiting school premises, these may include health service, local community groups, social services, community benefit and welfare groups and local commercial enterprises.

· Contribute to the overall ethos / work aims of the School

· Participate in training and other learning activities and performance development as required
· To support, uphold and contribute to the development of the schools equal rights policies and practices in respect of both employment issues and the delivery of services to the community.
· Carry out any other reasonable duties as requested by the Site Manager, Business Manager or Headteacher.

PORTERAGE

· Taking delivery of stores, materials and other goods received by the school and storing them as instructed

· Laying out and stacking furniture as required

· Any other porterage duties as required by the Headteacher/Site Manager/Business Manager.

SAFETY AT WORK

· Some lifting of heavy loads is, subject to appropriate manual handling requirements, required

· Ensuring that all cleaning and caretaking activities are carried out in the safe manner described in the Codes of Practice

· Complying with all Health and Safety procedures 
· Ensuring that all cleaning equipment is in a safe working condition

· Ensure all appropriate risk assessments are in place.

STAFF TRAINING AND SUPERVISION

· Participate in the appraisal process to fulfil personal potential and be able to participate effectively in the implementation of the School Development Plan.
· Participate in training and other learning activities and performance development as required, including the schools five assigned training days.

POST TITLE:  Site Assistant
Personnel Specification
	
	ESSENTIAL (E) DESIRABLE (D)

	Experience
	Minimum of 1 years’ experience of working in a similar role or setting E
Able to carry out basic repairs and DIY tasks as required E

	Qualifications/Training
	Will possess good literacy, ICT and numeracy skills  E

Legionella Awareness D
Recognised Health & Safety training D
Prepared to undertake any training required E
Safeguarding Training D
Manual Handling and Working at Heights Training D



	Knowledge/Skills
	Literacy and numeracy skills are required to complete order forms and other procedural documents E
Willingness to undertake training to fulfil the requirements of the post E
Ability to work as a team member or alone E
Ability to listen to and act on instructions, both verbal and written (inc health and safety requirement for buildings and cleaning procedures) E

Able to empathise with the needs of learners and parents E
Knowledge of use of industrial cleaning materials and cleaning equipment D
Knowledge of health and safety; manual handling and electrical safety requirements D
Knowledge of COSHH D
Trade background D

First Aider trained D

	Disposition and Attitude
	Personal and professional commitment to equal opportunities, diversity and promoting good race relations E
A commitment to safeguarding children and young people E
High levels of integrity, honest and credibility which will inspire confidence and trust from both internal and external stakeholders E
Act in accordance with the GDPR and maintain confidentiality at all times E
Able to deal with a range of situations in a sensitive and helpful manner E
Strong moral purpose and drive for improvement E
Motivated, enthusiastic and flexible E
Good sense of humour E
Strong attention to detail E

Ability to work under pressure E

	Other Conditions
	Able and willing to work additional hours by negotiation including evenings and/or weekends as required E
Will not require leave of absence during term time (except for sickness or agreed compassionate leave) E
Must be able to perform all duties and tasks with reasonable adjustment, where appropriate in accordance with the Equality Act. E
Must be legally entitled to work in the UK E
No contra-indications in personal background or criminal record indicating unsuitability to work with children/young people/vulnerable clients/finance (an enhanced DBS check is required).E
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