


 Job Title: 		Site Assistant
	
Grade:			Grade 5

Status:	37 hours per week, alternating shift pattern. Early shift starts 7am, late shift finishes 10.30pm. 
	               				
Managed by: 		Facilities Manager

Purpose of the Job:	

To provide a range of security and premises related duties to ensure the school site is safe and secure for all users and that only bona fide users are able to access the school site.

Key Job Outcomes

1. To control the ‘out of school hours’ reception point to check the status of visitors to check eligibility to enter the site
1. To ensure that individuals hiring school facilities are able to access the relevant areas and to be available to deal with any site related issues they have
1. To monitor CCTV coverage of the site, reporting any suspicious activity to the Site Assistant/s on duty
1. To undertake litter clearance as required
1. To assist with weekly/monthly fire system checks as required
1. To patrol the site on foot at regular interval throughout the evening
1. To assist with the ‘lock up’ procedure 
1. To carry out general duties as required to support the school Facilities Management Team

This job description sets out the key outcomes required.  It does not specify in detail the activities required to achieve these outcomes

General Accountabilities

1. So far as reasonably practicable, the postholder must promote safe working practices by employees and visitors in premises/work areas in which the postholder is located, to maintain a safe working environment for employees and service users.  These practices are defined in the school’s Health, Safety and Welfare policy, Departmental policies and codes of practice.

1. Work in compliance with the Codes of Conduct, Regulations and policies of the school, and its commitment to equal opportunities   

1. Ensure that output and quality of work is of a high standard and complies with current legislation / standards




Cotham School
Person Specification

Job Title:  Site Assistant

	
	Essential
	Desirable

	QUALIFICATIONS
	· Sound basic education with a good level of literacy and numeracy
	· Trained to SIA licencing standard

	EXPERIENCE
	
	· Experience of working in a security related role
· Experience of working in a customer orientated  setting

	PERSONAL QUALITIES
	· Honest and reliable
· Professional image
· Able to work on own initiative
· Flexible in approach to duties
	

	SKILLS & COMPETENCIES
	· IT literate
· Common sense and initiative, able to 
· remain calm in all circumstances
· Effective communication skills
· Ability to work as part of a team
	

	OTHER REQUIREMENTS
	DBS clearance will be required
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