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Name: ______________________ Signed: ________________________ Date: ___________



1. Main Responsibilities

As directed – this may include:

	· Monitoring the premises for any hazards, carrying out repairs or reporting problems, where necessary.
· Arranging seating and equipment in Assembly Hall according to daily schedule 
· Setting up furniture, equipment and signage for events and resetting afterwards 
· Deliver parcels and equipment around the site and distribute supplies as required 
· Keep the estate clean in respect of emptying external waste bins, litter picking, packaging disposal, sweeping of pathways, roadways, tennis courts and providing an emergency clear up service in emergencies 
· Carry out minor repairs to buildings, services, furniture, and equipment only after Risk Assessment of the work has been approved 
· Set up areas for public and school examinations with clocks, furniture, and notices
· Ensure pathways, entrances, playing courts and roadways are free of leaves and litter at all times throughout the year and especially before open days or functions  
· Assist with any related work where teamwork is required to achieve the set task 
· Carry out other reasonable duties within the general nature of the job as requested by the Estates Manager.




2. Health & Safety 

· Be responsible for Fire Marshall duties to efficiently evacuate given areas of the school on fire alarm activation 
· Lockdown Alarm: be responsible for assisting the Estates Team carrying lockdown duties and genuine alarms, ensuring the site is locked down and as safe as possible, to reduce the threat of an intruder. 
· Action immediately remedial work or clearance of obstructions/spillages of any potential risk or hazard observed or reported in all areas of buildings and grounds.
· Taking reasonable care of own health and safety and that of others. 
· Using the appropriate work equipment provided, in accordance with training and instructions. 
· Ensure all equipment is maintained effectively, in line with statutory requirements. 
· Reporting any health and safety concerns to the Estates Manager/Bursar, as soon as possible. 







3. Other duties:

· Overtime work, when required and in agreement with the Estates Manager.

This Job Description is not intended to be all embracing and the post holder shall be required to carry out any reasonable requests by the Head & Estates Manager for the betterment of the School, commensurate with training and experience.

We are also committed to the promotion of equal opportunities for our staff.
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