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	JOB DESCRIPTION

	SCHOOL
	Central Team, Head Office

	JOB TITLE
	[bookmark: _GoBack]Estates and Facilities Assistant

	GRADE
	APLC (£26,373 - £30,872) 37 hours per week 

	REPORTS TO
	Head of Estates and Facilities

	DATE
	December 2025



JOB PURPOSE
The Estates, Facilities & Health and Safety Assistant provides administrative and operational support across estates, facilities, and health & safety to ensure statutory compliance and smooth day to day operations across all Trust schools. The postholder works closely with school site teams, contractors, WorkNest, and the Head of Estates to maintain accurate records, monitor compliance, and support safe, well maintained learning environments
MAIN DUTIES AND RESPONSIBILTIES
Estates
· Maintain the Trust wide asset register and update records from condition surveys and inspections
· Support the Head of Estates with planned maintenance and lifecycle works by tracking schedules and following up on outstanding items
· Assist with SCA minor works returns and supporting documentation
· Support schools in completing remedial actions from specialist and engineer reports (e.g., FRA, EICR, LOLER, L8, gas safety)
· Assist in collecting data and documentation to support budget planning and capital programmes.

Facilities
· Support contractors and suppliers, including obtaining quotes, monitoring performance, and ensuring procurement compliance
· Assist with scheduling minor works, coordinating access, and tracking progress
· Provide practical estates and facilities support to school site teams
· Attend site manager meetings and prepare supporting materials and reports.

Health & Safety
· Maintain accurate compliance records on SafetyNest, supporting audits, reporting, and user queries
· Support monitoring of statutory compliance deadlines and remedial actions.
· Assist in producing reports and dashboards on compliance status, trends, and outstanding actions
· Coordinate H&S training programmes, including logging attendance, sending reminders, and maintaining records
· Support schools with reporting, investigating, and tracking accidents, incidents, and near misses
· Assist in coordinating audits and inspections, maintaining remedial action trackers.
· Support schools in following Trust H&S procedures and maintain compliance documentation.

Administrative & General Support
· Carry out general administration, including filing, record keeping, and responding to routine queries
· Assist in preparing materials for meetings, reports, and audits
· Undertake any other duties consistent with the scope of the role, as directed by the Head of Estates & Facilities.


Other areas of responsibility 
The employee is expected to undertake any other duties which from time to time may be required and be relevant and commensurate with the post, as deemed necessary by the Headteacher.
The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment and work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies.
The employee is expected to show a commitment to promoting the ethos and values of the school, as well as the wider trust.
This job description may be amended at any time following discussion between the headteacher and member of staff and will be reviewed annually.
Person Specification: 
	CRITERIA
	QUALITIES
	ESSTENTIAL OR DESIRABLE

	Qualifications 
and training
	NEBOSH or IOSH Managing Safely
IWFM Level 3 or equivalent
	Essential
Desirable

	Experience
	Supporting estates/facilities compliance across multi-site environments
Coordinating statutory compliance (FRA, EICR, LOLER, L8, gas safety) and following up remedial actions
Planning, coordinating, and tracking H&S training
Implementing and administering compliance systems
Supporting budget, lifecycle, and capital programmes
Experience within education or Trust environments
	Essential

Essential

Essential
Desirable
Desirable
Desirable

	Skills and knowledge
	Ability to interpret technical reports and support prioritisation of remedial actions
Excellent records management and attention to detail
Competent IT User (Office, 365)
Strong communication skills
	Essential

Essential
Essential
Essential

	Personal qualities
	Proactive, improvement focused, and outcome oriented
Calm, organised, and resilient under pressure
Commitment to equality, diversity, and inclusion
Commitment to safeguarding and promoting the welfare of children and young people
	Essential
Desirable
Essential
Essential

	Other
	Full Driving Licence and access to vehicle
	Essential




Print name (Employee)	……………………………………..

Signed (Employee): 	………………………………………	Dated: …………………………………….

Signed (Headteacher): 	………………………………………	Dated: …………………………………….
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