Job Title: Site Assistant
School:  Acre Wood Academy
Grade: Harmonised Pay Spine , Point 14 £25,868
Hours:  Full time
Responsible to: Site Manager and School Business Manager

Acre Wood Academy has three sites and a hydrotherapy pool.  The Primary Site is located on Church Road, the Secondary and Sixth Form sites are co-located with Beacon Academy on North Beeches Road and Green Lane.  
Purpose of the Role:
To undertake tasks as directed by the Site Manager to contribute to the smooth running of the School. This role will include a range of duties including maintenance, security and supervision of the site and related equipment..  This role may require work during the school holidays and occasional weekends.
Key tasks:
1. Carry out regular maintenance checks, which might include swimming pool, minbus, building compliance checks, replenishment of consumable items daily i.e. soap, towels, toilet paper etc. reporting concerns to the Site Manager.
2. Responsible for the opening and closing of school premises and grounds (when required), in the absence of the Site Manager.  
3. Assist the Site Manager where appropriate in enabling access in the event of snow, flooding or other emergency situations.
4. Assist the Site Manager in the security oversight of the school premises and grounds, responding to alarm call outs or reporting emergency events such as fire, flood, break-in; vandalism, accident.
5. Notify the Site Manager of any necessary repairs, routine maintenance works or faulty equipment, which are outside and fall outside of normal careaking duties. Carry out first line repairs and maintenance which are reasonably expected of the role.
6. Direct contractors to the site of repair and maintenance work when required.
7. Ensure the school is consistently clean and tidy, including outside grounds, playgrounds, paths and entrances, collect all litter, refuse and medical waste and convey to nominated collection point for incineration or collection by contractor.
8. Ensure playgrounds, paths and entrances are kept clean and clear and that gullies and drains are free-flowing. 
9. Ensure accessible light fittings are replaced when necessary. 
10. Taking delivery of stores, materials and other goods and conveying them to their points of distribution.
11. Set up and remove furniture e.g. lunch hall, assemblies, school events, meetings, training days and lettings as required.
12. Ensure Health and Safety and Site records are maintained accurately.

Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Site Assistant will carry out. The postholder may be required to do other duties appropriate to the level of the role.
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PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
· Ability to work flexibly and respond to the needs of the school.
· Ability to learn to undertake new tasks
· Ability to identify work priorities
· Ability to work effectively and supportively as a member of the school team.
· Ability to demonstrate commitment to Equal Opportunities.
· Ability to maintain confidentiality on all school matters
· [bookmark: _Hlk115339481]Displays commitment to the protection and safeguarding of children and young people.
· Willingness to undertake and participate in further training and development opportunities offered by the school and county, to further knowledge.
· Ability to drive and willingness to work across sites.
Desirable key skills, abilities, knowledge, experience, values and behaviours
· Experience of keeping work records.
· Willingness to be a Fire marshall.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	Yes

	Moving & handling operations
	Yes

	Occupational Driving
	Yes

	Lone Working
	Occasional

	Working at height
	Yes

	Shift / night work
	Yes

	Working with hazardous substances
	Yes

	Using power tools
	Yes

	DIY Skills +
	Yes

	Exposure to noise and /or vibration
	Yes

	Food handling
	Yes

	Exposure to blood /body fluids
	Occasional



