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Job Description

Job Title: 

Site Assistant
Reporting to: 

Site Manager
Location: 

The Gatwick School
Type of position: 
Permanent 
Purpose of the job:
To assist the Site Manager in the day to day running of the school premises ensuring a safe, efficient, secure environment and supporting the development of the school.
Specific Duties:
General







· To actively support the use of the site, buildings and related resources by the community
· Maintain confidentiality with regard to all school activities and interests
Site Security and Safeguarding
· To open and close the building as required by the Site Manager

· To be available to open and close the building outside of the usual school day – reasonable notice will be given of any change in shift pattern or availability of overtime such as an external letting 
· To undertake bus duty to ensure the safe movement of students on and off the school site
Janitorial Duties
· To complete a full inspection of all toilet and welfare facilities including staff rooms to ensure all areas are clean and tidy

· To re-stock areas with towels, toilet rolls and cleaning materials/washing up materials as required

· To repair any damage in these areas including removal of graffiti

· Regularly decorate and maintain all areas

Grounds Maintenance

· To empty all litter bins around the site daily
· To cut hedges, grass regularly during the summer months 

· To plant planters with flowers and other shrubs to provide an attractive back-drop to the School
General Duties

· To ensure that the site, both internally and externally, is kept clean and well maintained as necessary, with all debris and litter regularly removed from the school grounds
· Ensure that any reactive maintenance, following notification of repairs, refurbishment and/or maintenance required is promptly actioned and the issue quickly resolved
· Ensure that the school site is maintained to a high standard, so that pupils have equality of access to opportunities to learn and develop, and that (working with the school Senior Leadership Team) community access and use of the site and buildings meets requirements of the Equality Act 2010 and Disability Discrimination Act and related best practice

Health and Safety

· Support the Site Manager to ensure that the school site is secure and well-maintained at all times
· Support the Site manager to ensure that there is regular testing of school alarm systems, emergency lighting and also regular fire evacuation testing of the whole school
· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection; and report all concerns to an appropriate person
· Constantly impart adherence to a good health and safety culture

Person Specification
· Good numeracy, literacy, IT and communication skills
· Willingness to undertake induction training
· Willingness to participate in ongoing training relating to the role
· Willingness to gain first aid certificate (if applicable)
· Knowledge and use of moving and handling procedures including for heavy objects
· Ability to work as part of a team
· Ability to work in accordance with the school’s health and safety policies and standard safe working practice for premises staff
· Ability to work to deadlines
· Ability to work on own initiative
· Ability to undertake general building maintenance
· Ability to demonstrate a practical approach to problem solving
· Ability to communicate well with adults and students
· Ability to respond calmly to emergencies
· Ability to be flexible with regards to the hours of the working day (with regards to access to the building)
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