CAISTOR GRAMMAR SCHOOL 

Job Description

Title:



Site Assistant
Reporting to:
Site Manager
Hours:


37 hours per week, permanent, full-time
Salary:
Salary based on minimum wage for age: 18-20 = £6.45/hour; 21-24 = £8.20/hour; 25 and over £8.72/hour) 
Requirements:
To have a willingness to undertake tasks as requested, including general maintenance, carrying, tidying, packing, etc. and supporting with the efficient running of the school site.  Some experience of general maintenance would be desirable but is not essential.
Purpose of Job:
Under the direction of the Site Manager,to share the responsibility for the cleanliness, security and general maintenance of the School site, its contents and grounds.
Other requirements:
Candidates MUST complete a school application form to be considered for the role.  
Main responsibilities, Tasks and Duties:

· To take delivery of stores, materials etc and storing securely, arranging for goods to be transported wherever needed within the School, dispatching goods and materials as necessary.
· Dealing with instructions from Site Manager regarding non-routine use of buildings, including appropriate prior preparation, cleaning after use, and ensuring premises are left secure.

· To be responsible for School buildings and site.  After a successful probation period, the Site Assistant will be a named key holder.  To unlock and lock the School on a daily basis including the setting and switching off of alarms.  Occasional out-of-hours locking and setting of alarms may be required.
· Under the direction of the Site Manager to ensure the efficient operation of School utilities and services – gas, water, electricity, drainage, heating and ancillary equipment in liaison with Site Manager.
· Under the direction of the Site Manager, to identify, plan and carry out routine repairs and maintenance of services to buildings and equipment. 
· To undertake checksto buildings for routine maintenance and report to Site Manager to take appropriate action.
· To decorate School facilities where appropriate to maintain a quality learning environment.
· In the Site Manager’s absence to liaise with contractors when immediate repairs are required.

· To be aware of Health and Safety expectations and to report these as appropriate
· To ensure that all hard surfaces are kept clear of potentially dangerous obstructions, that regular schedules are followed to remove gutter obstructions and that storm drains are regularly inspected.

· To keep paths and stairways clear of snow, ice and leaves.

· To carry out basic in-house repairs and maintenance work.

· Such other duties as may be determined from time to time within the general scope of the post, duties and responsibilities outside the general scope of the post will only be required with general agreement of the post holder.
· To lock and unlock the site as requested.
· To undertake any reasonable duties as required by the Site Manager, or their absence, the Deputy Site Manager 
Signed............................................................................              Date..........................
Site Assistant
Signed...........................................................................                Date........................

Site Manager

