	JOB DESCRIPTION 



	Title:   Premises/ Grounds Maintenance
           Assistant 
Hours: 5 hours per week, 38 weeks per year

	Grade:      KR3
Section:           Facilities/Premises
Reports to:      Site Manager/Head Teacher

	MAIN PURPOSE OF THE JOB

The School Premises Assistant will work alongside the Site Manager to work flexible working hours during the school term and closure periods to carry out essential duties as agreed with the Site Manager and Head Teacher.  This appointment will be subject to satisfactory enhanced police checks.  No formal qualifications are essential but applicants should be able to read, write and have basic arithmetical skills. 



	SUMMARY OF RESPONSIBILITIES AND PERSONAL DUTIES

SAFETY & SECURITY

· To assist in the efficient and safe use of the school premises

· To assist with the security of the premises together with the contents, 
· To ensure that emergency exists are kept clear at all times

MAINTENANCE DUTIES

Buildings:
· Assisting with the maintenance and upkeep of premises; basic plumbing and electrics, decorating and carpentry including buildings, fixtures, fittings and furniture

· To assist with carrying out minor building works and decoration as required
· Carry out minor repairs

· Internal and external painting and decorating as required

· Engaging in preventative maintenance – especially to eliminate potential hazards

· To assist with regular maintenance of buildings, fixtures, fittings and furniture

Grounds:

· Undertake, either individually, or as a member of a team, a range or horticulturally based maintenance activities including the cutting and strimming of grass, hedge cutting, pruning, planting and weed spraying
· Carry out a range of maintenance activities including installation of fences, painting, marking out of sports pitches and erection and dismantling of goal posts etc.
· Removal of litter, detritus, weeds (by hand or by spraying), general arising’s, vegetable material, dumped items and materials from both hard and soft landscaped areas as directed. 

· To use a range of specialist hand tools and mechanical equipment including strimmer’s, hedge cutters and ride-on mowers as directed, including undertaking regular maintenance and safety checks, cleaning and sharpening as required. 

Cleaning:
· To carry out basic cleaning duties essential to the smooth running of the school
· Use appropriate PPE equipment on cleaning various liquids

Portage:
· To assist the Site Manager where necessary
Health & Safety:
· Understand and apply Health and Safety procedures relevant to the job such as: manual handling; safe use of machinery and/or equipment; COSHH; First Aid and Hygiene Practice; Lone Working
· Report accidents and incidents as they occur
· Maintaining a safe and healthy environment referring hazards to the premises manager

· Having a knowledge of use and maintenance of fire precautions and equipment

· Checking all doors and gates are secured against unauthorised entry
· Conduct all duties in a safe and proper manner, as defined in the Health & Safety policy that may apply whilst undertaking any works
OTHER DUTIES

· To assist the Site manager with their duties when required

· Good IT skills e.g. e-mail, on-line training 

· Any other duties commensurate with the general level of responsibility of the post

· To undertake any other duties as directed of a similar or related nature appropriate to the grade of the post and capabilities of the post holder.

· Responsible for managing their own workloads and time so that its completed in a timely manner and to specification, this includes the correct choice of equipment and forward planning

· To produce a quality environment based around a cost effect professional service

· Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the School

EQUALITIES
Ensure implementation and promotion in employment and service delivery of the Trust’s equal opportunities policies and statutory responsibilities.




	PERSON SPECIFICATION 



	Title:   Premises/ Grounds Maintenance
           Assistant 
Hours:  5 hours per week, 38 weeks per year
	Grade:        KR3
Section:      Facilities/Premises
Reports to:  Site Manager/Head Teacher


	EXPERIENCE (Essential Requirements)

This appointment will be subject to satisfactory police checks.  No formal qualifications are essential but applicants should be able to read, write and carry out simple arithmetic.



	KNOWLEDGE/SKILLS (Essential Requirements)

COMMUNICATION

· The ability to understand information and take direction as required

· The ability to use information technology as required for the role

ORGANISATION
· The ability to prioritise and organise own workload

· To be able to work effectively both as part of a team or individually
· The ability to deal effectively with everyday minor problems and to identify things that need to be referred to the Site Manager/Head Teacher
SKILLS AND QUALITIES
· Basic plumbing and electrics, decorating and carpentry including buildings, fixtures, fittings and furniture and grounds maintenance

· Flexibility, respect and sensitivity to the needs of other in school 

· Awareness of the main requirements of health and safety good practice relevant to the duties of the post

· Being responsible, honest and reliable
· Being practical and good with your hands

· Having knowledge of relevant legislation and guidance in relation to working in an environment with children and the protection of children

· Knowing about and a commitment to the protection and safeguarding of children

· Is willing to work within organisational procedures and processes and to meet the required standards of the role

· Can demonstrate good working relationships with others, both inside and outside their usual work team

· Having the ability to use initiative when required

· Is fit and be able to cope with the demands of physical work
· Be prepared to undertake any training that is required



	DATE DRAWN UP:      September 2023
NAME:                          Joanna Styles
JOB TITLE:                  Head Teacher

 



