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JOB DESCRIPTION
	JOB TITLE:
	Facilities Administrator

	SALARY/ GRADE:
	£8,000 - £8,800 (FT £20,000-£22,000) per annum, dependent on qualifications, skills and experience

	CONTRACT
	15 hours per week (worked over a minimum of 3 days), Full Working Year

	REPORTING TO:
	Head of Estates & Facilities


	Ethos


The ethos of the school is a shared responsibility to which all staff are expected to make a significant contribution. The expectation is that as a Facilities Administrator you will fully support the promotion of the school, engaging with the whole school community, suppliers and external agencies in a cheerful, enthusiastic and positive manner.
	Job Purpose


To support the Head of Estates & Facilities by providing administrative support in all areas of Estates, Facilities, Grounds and Cleaning, with a particular focus on Health & Safety and legislative compliance. 
	Statement of Responsibilities


· To have due regard for the education of all pupils in accordance with the school’s aims and objectives as laid down by the:

a)  Staff policies
b)  Website

c)  School’s curriculum and associated documents
d)  Staff code of conduct
· To share in the corporate responsibility for the welfare and positive behaviour of all the pupils attending Hallfield School with due regard for the requirements laid down in the:

a) Behaviour policy

b) Child Protection Protection/Safeguarding policy
c) Pastoral documents

d) Health and Safety policies
e) Anti-bullying policy
	General Responsibilities


· To be supportive of the school’s ethos; its foundation is based on Christian principles but there must be tolerance and understanding between people of different faiths, cultures and backgrounds.

· To promote the agreed vision and aims of the school.

· To support the development and effectiveness of teamwork within the school environment through developing and maintaining positive working relationships with other professionals. 

· To apply the school’s policies consistently. 

· To support the wider life of the school attending open days and other school events.

	Responsibilities Specific to the Role of Facilities Administrator


· Provide administrative support to the Head of Estates & Facilities as required, particularly in relation to Health & Safety matters and legislative compliance.

· Ensure policies, logbooks, legislative and service and maintenance records are maintained, and that effective filing systems are in place, including inputting and record management. 

· Support with carrying out research in relation to contractor and supplier information, making enquiries and placing orders as appropriate. 

· Assist in handling general enquiries, including the logging and monitoring of enquires and requests, ensuring they are actioned in a timely manner. 

· Undertake the issuing and disabling of Paxton passes.

· Support the Estates Team with carrying out Health & Safety checks.

· Liaise with the HR Manager to ensure any mandatory training and qualifications are kept up to date and support the Estates Team with the organising of training including mini bus driving, first aid (in conjunction with the School Nurse) and fire marshall training, ensuring the School always has the required number of qualified individuals onsite.

· Under the direction of the Head of Estates & Facilities, to manage the issuing, returns and logging of DSE (display screen equipment) work station assessments, both for new starters and when requested/ required.

· Attend and minute Health & Safety meetings as required.   

· To produce purchase orders as required by the Estates Team.
· Carry out administrative tasks in relation to staff annual leave and time sheets.

· Liaise with contractors as directed by the Estates Team and to ensure they are issued with the contractor’s code of conduct prior to works commencing.

· With the support of the Head of Estates & Facilities, to identify opportunities for further training and continued professional development and attend any training that may be required for further development of the role and / or service provision.
· To undertake any such duties that may be reasonably required to support the department or wider School.

	Other Professional Requirements


· To attend and participate in staff INSET days as directed.

· To participate in the school professional development and supervision programmes and develop professional and personal skills to achieve agreed targets.

· To adhere to the staff Code of Conduct (including dress policy) maintaining a high standard of professional appearance.

· To promote the school at all times.
· To maintain confidentiality at all times and observe the Data Protection guidelines.

· Safe Working Practices for Adults working with Children- It is the responsibility of each employee to carry out their duties in line with Hallfield School’s ethos and culture of safe working practices for Adults working with Children and be sensitive and caring to the needs of the disadvantaged, promoting a positive approach to a harmonious working environment. Each employee should act as an exemplar on these issues and must, where appropriate, identify and monitor training for themselves and any employees they are responsible for.
· Freedom of Information Act and Data Protection Act - The post holder is required to comply with the above legislation and maintain awareness of the school’s policies and procedures relating to the Freedom of Information and Data Protection Acts. Attention is specifically drawn to the need for confidentiality in handling personal data and the implications of unauthorised disclosure. 
· Equality and Diversity - The post holder will be required to comply with and maintain awareness of Hallfield School’s policies relating to Equality and Diversity. 
· Health and Safety - The post holder must at all times carry out his/ her responsibilities with due regard to Hallfield School’s policy, organisation and arrangements for Health and Safety at Work.
· Flexibility - All staff will be expected to accept reasonable flexibility in working arrangements and the allocation of duties to reflect the changing roles and responsibilities of Education and Children's Services. Any changes arising will take account of salary and status. They will also be subject to discussion with individuals or sections affected and with appropriate Trades Unions.
This job description sets out the duties of the post at the time when it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the post.

	Signed:
	
	Head Master 
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