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JOB DESCRIPTION / PERSONAL SPECIFICATION
Post Title: Premises Assistant

Please note that this job description is not a comprehensive definition of the post. It is flexible and may be amended to reflect additional expectations.
Salary: 	Grade 4, Spine Point 16
	£20,907 Full time equivalent (actual pro-rata salary £17,482)
Reports to: 	Premises Manager
Hours : 	35 hours a week, term time only (7:30am – 14:30pm)
	
Job Description
The post holder will work under guidance of the Premises Manager to ensure the school site is maintained in a safe, clean and secure condition, and assist in any areas as may be necessary for effective site management and school operations. With training and guidance, the post holder will cover for the Premises Manager during his breaks and take increasing responsibility for leading on particular duties.  
Main responsibilities
Main duties and responsibilities are indicated here.  Other duties of an appropriate level and nature will also be required.

1. Under the direction of the Premises Manager, ensuring all school buildings and grounds are cleaned to agreed standards and specifications, including:
· Assisting in the supervision and monitoring of school cleaning staff.
· Personally undertaking both regular and ad hoc cleaning tasks and replenishing provisions when required. 
· Keeping outdoor areas in a clean, safe and litter-free condition.
· Arranging for emergency cleaning and removal of graffiti.

2.	Assisting in ensuring the proper maintenance of all school buildings, grounds and utilities including:
· Personally undertaking basic minor repairs and maintenance tasks which are within the post holder’s competence. Arranging for other repairs to be carried out when required.
· Replacing fluorescent tubes, starters, diffusers, lightbulbs and shades
· Ensuring drains and gullies are free flowing and clean
· Removing snow and other obstructions from main entrances, steps, paths etc, maintaining adequate stocks of salt and sand
· Supporting the Premises Manager in reporting on, arranging and overseeing any alterations, redecoration, building and maintenance works.

3.	Assisting in keeping all grounds and buildings secure, including:
· Acting as a key-holder, supporting routine and non-routine opening
· Reporting as appropriate any breaches of security and ensuring that any resultant damage is remedied properly and promptly
· Locking and unlocking internal and external doors as required, assisting in activating, de-activating and testing automated alarm and bell systems.

4.	Assisting in undertaking various porterage, administrative and lettings duties, including:
· Undertaking/arranging for the safe storing and moving of items of furniture, equipment and provisions as required.
· Receiving and directing as appropriate all deliveries for the school, assisting in the reception and vetting of visitors, dealing with or referring enquiries as appropriate
· Maintaining stocks of materials, protective clothing and equipment as required
· Keeping up-to-date records, inventories and forms as required

5.	Assisting in ensuring compliance with all health and safety regulations in respect of matters 	affecting cleanliness, security and maintenance of all school buildings and grounds, including:
· Performing all duties in line with Health and Safety regulations.
· Continually monitoring site health and safety and opportunities for improvement.
· Storing equipment and chemicals safely and securely.
· Ensuring compliance by periodic inspection of all areas
· Ensuring that appropriate signs and notices have been displayed
· Ensuring that hazards are removed
· Ensuring that fire exits are accessible and that fire-fighting equipment is correctly positioned and serviced

General responsibilities
· Being aware of and complying with all Dulwich Hamlet Educational Trust policies and procedures, including safeguarding, child protection, health and safety and security. Reporting all concerns to the School Business Manager.
· Upholding the school’s commitment to safeguarding and promoting the welfare of children and young people and following the child protection procedures adopted by the Southwark Safeguarding Children’s Board and the school’s safeguarding policy.

Equal opportunity
The post holder will be expected to carry out all duties in the context of and compliance with the Trust’s Equality Policy.
DBS requirements
[bookmark: _GoBack]As part of the Dulwich Hamlet Educational Trust commitment to safeguarding and promoting the welfare of children and young people, all employees are required to undergo an enhanced DBS check. Further details can be found on the Disclosure and Barring Services website. 

Personal Specification

Category definitions
A – Application
I – Interview
R – Reference


	
	Essential
	Desirable
	Category

	Qualifications
	 
	 
	 

	Maths and English GCSE or equivalent (Grade C or above)
	 
	X
	A

	UK recognised Health & Safety Qualification
	 
	X
	A

	Personal Attributes
	 
	 
	 

	Is highly reliable and punctual
	X
	 
	I + R

	Enthusiastic and takes pride in their work
	X
	 
	A + I

	Willing to learn on the job and take ownership of delegated tasks
	X
	 
	A + I

	Physically fit (heavy lifting and manual handling will be required)
	X
	 
	I + Medical

	A positive can do approach and a desire to go the extra mile
	X
	 
	A + I

	Flexible, and is ready to take on more responsibilities
	X
	 
	A + I 

	Committed to professional development, attending training, and engaging positively with performance management to develop and update skills and knowledge as required
	X
	
	A + I

	Able to prioritise and cope with competing issues
	 
	X
	I + A

	Approachable, friendly and able to build positive relationships with school staff, responding willingly to reasonable requests for assistance 
	X
	
	I + R

	Flexible – willing, on occasions, to work additional hours during school holidays and weekends in return for overtime payment or time off in lieu.
	X
	
	I + R

	Skills & Abilities
	 
	 
	 

	Excellent time management skills
	X
	 
	 A + I

	Basic IT skills
	X
	 
	 A

	Ability to demonstrate a proactive approach and show initiative
	X
	 
	 A + I

	Be able to be react and take control of developing issues and situations
	X
	 
	 A + I

	Be able to follow instructions and work unsupervised
	X
	 
	 A

	Be able to carry out daily cleaning tasks and handle hazardous waste
	X
	 
	 A + I

	Good organisational skills and ability to complete tasks to deadlines
	X
	 
	 A

	Is able to drive or has some sort of vehicular transport
	 
	X
	 A

	Knowledge
	 
	 
	 

	Knowledge of plumbing, electrics, building maintenance, ground maintenance, decorating or painting
	 
	X
	 A

	Experience
	 
	 
	 

	Basic Training / work experience in one or more of the following; gardening, decorating, plumbing, electric, carpentry or DIY
	 
	X
	 A
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