
 
 

JOB TITLE:    Facilities Assistant   

 

SCALE:   Kent Range 3 - £14,986.89 

    

RESPONSIBILITY TO: Facilities Manager  

 

HOURS:    32.5 hours per week, 7am-2pm (Core hours are 7am-6pm)  

 

CONTRACT:   43 weeks per year (Term Time + 3 weeks in holidays) 

 

RESPONSIBILITIES AND DUTIES 

 
Support with ensuring the security, safety and general maintainence of the internal and external areas of 
the school. 

 

Principal Duties and Responsibilities: 

 
1. Maintain the security of the premises by opening and closing premises (including after school hours 

and during weekends, when required). 
 

2. Keep records relating to maintenance and security. 
 

3. Undertake the general checking and cleaning of some parts of the establishment, as directed, and 
if required cover for any absence of the cleaner i.e. dusting, vacuuming, cleaning toilets, emptying 
bins, etc., to ensure a tidy environment is maintained. 
 

4. Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the building 
and site. 
 

5. Monitor the boiler and Plant Room panel to ensure the school is kept running on a day to day basis 
to meet the establishments needs. Report issues to the Facilities Manager. 
 

6. Operate systems such as heating, cooling, lighting and security (including CCTV and alarms). 
 

7. Perform duties in line with Health and Safety Regulations (COSHH) and take action where hazards 
are identified, report serious hazards to line manager immediately. 
 

8. Provide a porterage service for deliveries to ensure supplies are correctly handled and appropriately 
delivered 
 

9. Ensure outside areas are kept free from litter, sweeping leaves, emptying bins, etc., and if required 
grass cutting and grass maintenance to maintain a clean and tidy environment. 
 

10. Periodic cleaning of designated areas of the school building and grounds according to instructions. 
 

 
11. Attend training courses as required and assist in the training of other premises support staff as 

directed. 



 
12. Comply with Health & Safety, Fire Regulations and other County policies 

  
13. Carry out vehicle inspections. 

 

14. Escort and advise maintenance contractors attending the building who may be pricing or carrying 

out a job to ensure the contractor is given adequate information to complete the task. 
 

15. Be part of the on-call team for out of hours call outs, which have been escalated by the contracted 
security company.   
 

16. Any other duties as required, by the facilities manager.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

PERSON SPECIFICATION: Facilities Assistant 
 
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria 
will be shortlisted.    
 
Applicants should describe in their application how they meet these criteria. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

CRITERIA  Essential / Desirable 

 

QUALIFICATIONS 

 

 

 Experience of general building maintenance  

 A relevant qualification  

 Clean driving licence  

 Prepared to undertake additional training 

 

 Desirable 

 Desirable 

 Essential 

 Essential 

KNOWLEDGE, EXPERIENCE & SKILLS  
 

 Experience in a school setting  

 Experience using a range of machinery/tools 

 Trained in COSHH, manual handling and safe use of machinery  

 Understanding of health and safety requirements  

 Demonstrate an understanding of confidentiality and safeguarding  

 Good communication skills (written, verbal, face-to-face, telephone) 

 

 Desirable  

 Desirable  

 Desirable 

 Essential 

 Essential 

 Essential  

PERSONAL QUALITIES   
 

 Self-motivated, flexible and able to work in an autonomous way 

 Able to recognise and deal with emergency situations 

 Understands the needs of others and able to respond accordingly 

 Able to communicate using information technology as required for the job 

 Organised and methodical approach to work 

 Professional, discrete, diplomatic 

 Enthusiastic and committed 

 Committed to safeguarding and promoting the welfare of children and 
young people 

 Committed to personal learning and development 

 Essential 

 Essential 

 Essential 

 Essential 

 Essential 

 Essential 

 Essential 

 Essential 
 

 Essential  


