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Job Description and Person Specification
	
Role: 	Facilities Assistant
Reporting to: 	Operations Manager but on a daily basis work will be directed and tasks set by the Facilities Team Leader
Job family:	Operation and Professional Services


Key Tasks
1. Preparing rooms, halls and external areas for pupil activities, meetings and school events. 
2. Carry out general housekeeping duties, litter picking and reporting maintenance issues. 
3. Delivering parcels, mail and other items internally.
4. Locking and unlocking of buildings. 
5. Driving school minibuses 

Skills and experience
1. Well-organised and able to manage tasks efficiently.
2. Strong focus on customer service.
3. Trustworthy, reliable and proactive. 
4. Can develop good working relationships.
5. Have good verbal and written communication skills.
6. Basic numeracy skills.
7. A knowledge of health and safety is desirable.

This job description contains an outline of the typical functions of the job and is not an exhaustive or comprehensive list of all responsibilities tasks and duties.  

Exeter School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. All applicants should read the school’s safeguarding policy before applying. Applicants must be willing to undergo child protection screening including checks with past employers and the Disclosure and Barring Service.
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