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Head Teacher – Will Wawn

Bounds Green Road

London 

N11 2QG

Tel: (020) 8888-8824

www.boundsgreenschool.co.uk 
POST:



Site Support Assistant
SCALE:



Scale 4
HOURS:



36 hours per week, All year round

RESPONSIBLE TO:

Head Teacher, Site Manager, School Business Manager

GROUP MEMBERSHIP:
Support Staff Team 

Purpose of the job and main objectives
To assist the Site Manager in his day-to-day responsibility for the security and safety of the school site and premises.  To be responsible for non-structural repairs and maintenance, heating and ventilation and other general site services within the establishment.  To oversee the general maintenance and cleanliness of the site in order to provide a safe, secure and healthy environment for pupils, staff, parents, visitors and other users.

	Main Duties and Responsibilities

	1. To maintain and keep under review the security of premises, ensuring proper and regular patrols are undertaken and that alarms are properly maintained, used, reset as necessary and tested.

2. To act as one of the main key holders of the site, registered as such with the police, and to ensure that access to keys and the site is given only to authorised persons.

3. To ensure that all windows, doors and gates are opened and closed at appropriate times as specified by the Head Teacher.
4. As key holder, to be responsible for attending the site/premises in emergencies, taking appropriate action in the case of break-in, theft or fire, including boarding up broken windows, repairing or changing door or window locks and resetting alarms.

5. When required, to liaise with the Departmental Health and Safety Adviser, local Police and Fire Brigade on any aspects of site security and fire safety, informing the Head Teacher/School Business Manager of any premises-related health and safety issue requiring attention.

6. To maintain appropriate and adequate supplies of cleaning equipment and infection control equipment and materials in accordance with guidelines.

7. To assist in the maintenance of emergency equipment (e.g. fire extinguishers) and the proper storage and use of any harmful machinery or toxic materials.

8. To ensure the safe and efficient operation of all mechanical, electrical and heating services on the site including, where appropriate, lifts and swimming pools.

9. To monitor and take appropriate action to ensure proper and safe levels of heating, lighting and ventilation.

10. To assist the Site Manager in developing a planned maintenance programme for the site.

11. To undertake minor repairs and redecoration as required, in accordance with agreed guidelines, using appropriate tools and equipment.

12. In emergencies, eg following break-ins, to make good any damage to external or internal doors, locks or windows, replacing glass as required and obtaining estimates for repair to any item which falls outside the guidelines for repairs and maintenance.
13. To assist in major redecoration of rooms or other parts of the site as required from time to time by management.  

14. To assist in undertaking health and safety risk assessments on the premises.

15. To assist with basic gardening including small scale grass cutting, weeding of beds and borders, pruning of shrubs and hedges as necessary.  To ensure plants are regularly watered.  
16. To keep under review all aspects of repairs and maintenance of the site and to advise the Site Manager/School Business Manager on the need for minor and major repairs and maintenance.

17. In the case of non-structural repairs and maintenance which cannot be undertaken personally, to obtain estimates, evaluate these and recommend the best option for approval by the Site Manager/School Business Manager.
18. To deal with minor contractors in order to ensure that work is signed off only when it has been completed in full and to a satisfactory standard, advising the Site Manager/School Business Manager of any error or omission. 

19. To advise prospective hirers on the availability and operation of the site for lettings outside school/working hours, including advising on charges and assisting with hirer’s requirements.  
20. To manage the work of the cleaning staff as allocated, carrying out daily and annual cleaning tasks, supervising and monitoring work as necessary.
21. To undertake cleaning as required, including dealing with slippery floors, floods, spillages, bodily fluids and planned annual cleaning programmes.

22. To ensure that school/site playground/carparks are cleaned and maintained, including removing weeds from hard surfaces, removing fallen leaves, litter and other debris and arranging for efficient refuse collection from the site.

23. To ensure that external paths, steps and entrances are clear of debris, snow, water, leaves or other hazards and that the site and grounds are cleaned and maintained to a high standard.

24. To be responsible for ensuring the removal and porterage of furniture and deliveries within the school/site moving small items when this is within the reasonable capabilities of one person, following health and safety guidelines on manual handling of loads.

25. To manage the work of cleaning staff as allocated carrying out daily and annual cleaning tasks, supervising and monitoring work as necessary.
26. To advise management on all aspects of site security, including making recommendations on improvements or alterations to lighting, entrances/exits, arrangements both for the welcoming of visitors and aimed at deterring intruders in order to ensure a safe environment.  
27. To assist in maintaining appropriate paper and electronic records.

28. To assist in developing school policies/procedures when required.  

29. To assist in identifying the need for minor and major repairs and maintenance, identifying potential hazards or building related defects and for recommending action to be taken to remedy these, including assisting in obtaining estimates for costs involved.  


Person Specification

	ESSENTIAL REQUIREMENTS 

1. Previous employment experience in the management/maintenance of buildings/grounds.
2. To have effective time management skills and ability to organise workload.

3. Knowledge and awareness of security issues and particular problems affecting school security, including dealing with emergencies.

4. Understanding of premises related health and safety issues and relevant legislation / statutory regulations.

5. Knowledge and understanding of building maintenance requirements and procedures, including identification of potential hazards.

6. Good oral and written communication and interpersonal skills, in order to deal effectively with parents/carers, staff and visitors and respond appropriately and sensitively to pupils and students.

7. Ability to supervise staff engaged in cleaning and related duties.

8. Ability and physical fitness in order to undertake a variety of manual, practical and technical tasks inside and outside e.g. cleaning, lifting/carrying, testing alarms, decorating, carpentry, checking heating services.

9. Willingness to accept the less pleasant elements of the role, e.g. dealing with body spillages and unpleasant substances on occasions and to work flexibly as required.

10. The ability to work as a member of a team

11. A commitment to, and understanding of, the safeguarding and welfare of children.

12. The ability to support equal opportunities policies and contribute to the development of equality of opportunity and access to the school.
13. Excellent attendance and punctuality.

14. A commitment to continuing professional development.

DESIRABLE REQUIREMENTS 

1. Experience of working around children

2. Previous security/cleaning experience

3. A current full driving licence 

4. Experience of managing others in the workplace




