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CHEAM HIGH SCHOOL 

ASSISTANT SITE SUPERVISOR  
Salary will be based on CAN salary scale point 14 (£25,986 full time equivalent, £18,046 actual pro-rata salary). Annual leave allowance of 22 days which must be taken in school holidays (though up to one week may be taken in term time at line manager’s discretion).
JOB DESCRIPTION

GENERAL

The role covers all aspects of site management, including security, cleaning, monitoring services and handyman duties. The post is full time for 36 hours per week plus weekly overtime shared on a rota basis between other members of the site team (evening and weekend events/lettings coverage).  

STRUCTURE

Reports to the Site Supervisor and Premises Manager, 
PURPOSE OF JOB

To assist and, if required, deputise for the Site Supervisor and operate under the Premises Manager’s instructions in all aspects of site management, including security, cleaning, monitoring services and handyman duties.

To provide cover in the absence of the Site Supervisor during the day and at holiday times.

MAIN DUTIES

1. SECURITY

To be jointly responsible with the Site Supervisor for the security of the premises and their contents, which includes:-

(i)
To ensure that all boundary gates and doors are opened and locked at appropriate times, 


Including evening and weekend letting periods.

(ii)
To ensure that all windows are secured at the end of the day, and appropriate gas and 


Electrical appliances are switched off.

(iii)
To secure all security cupboards at the end of the day and open as required.

(iv)
To ensure that all the security alarms are set once the site is secured
(v)
To liaise with the schools out of hours security provider and police, and attend site out of normal working hours when rostered to do so, secure the premises following any such call out.
(vi)
To participate in school fire drills and be able to operate and re-set the fire alarm panel and devices following activations.
2. SERVICES

To ensure adequate levels of heating of the premises are maintained, including setting to frost protection control during school closure periods, and arranging emergency heating when required. Be familiar with and operate boiler controls on a daily basis.
3.
CLEANING

(i)
To undertake the cleaning of designated areas within the establishment, and to dispose of  any refuse and litter generally, paying particular attention to the playground ensuring the highest standards of litter and debris removal are maintained at all times.
(ii)
In the absence of the Site and Cleaning Supervisor to monitor cleaning services and standards and liaise with the Site Supervisor .

(iii)
To undertake general and seasonal maintenance of the school grounds. 
4.
GENERAL ASSISTANCE

(i)
To undertake general assistance to the staff, including porterage (e.g. the moving and 


setting out of furniture and equipment for assemblies or exams, dealing with deliveries, etc.)

(ii)
To undertake general handy-person duties as required by the Site Supervisor / Premises Manager including dealing with general maintenance emergencies.
(iii)
To carry out regular inspections of the premises, and provide written reports on 


maintenance requirements and to take monthly utilities meter readings.
(iv)
To liaise with and log the arrival of maintenance contractors and to report back on the work undertaken, in particular during holiday periods.
(v)
To advise the Premises Manager on suggested savings or improvements which might be beneficial to the school.
(vi)
To occasionally drive school minibus.

5.
LETTINGS

(i)
In addition to agreed basic hours there is a requirement to work overtime covering school lettings at evenings and weekends.

6.
EMERGENCIES

To deal with emergencies that may occur at any time, including those caused by adverse weather conditions.
7.
SAFETY

(i)
To be responsible for ensuring that the site is safe for children and adults, cordoning off 


dangerous areas as necessary.

(ii)
To check and clear areas where contractors may be working.

(iii)
To report any damage/vandalism to the Premises Manager who will liaise with police/insurance.

(iv)
To assist in the supervision of traffic control/car parking on site when required.

8.
To be responsible for carrying out such similar duties as may be required by the Premises Manager 
PERSON SPECIFICATION

In order to successfully undertake the duties in the job description candidates will need to demonstrate that they have the ability and willingness to:-
1. Take pride in the maintenance, welfare and appearance of the site and the school environment.


2. Present a positive image for the school.

3. Foster good relationships with staff, pupils, members of the public, and contractors employed by the School.

4. Demonstrate commitment to the school ethos and equal opportunities.

5. Demonstrate good communication skills.

6. Maintain calmness whilst working under pressure.

7. Work under the direction of the Site Supervisor and the Premises Manager.

8. Participate in appropriate training opportunities as required.

9. Be able to respond rapidly to emergencies in or out of normal working hours.

10. Liaise with the Premises Manager and other users of the School premises, to ensure the smooth running of functions, evening classes and other site lettings

11. Ensure that the School premises are secured effectively at the end of each day.

12. Have an appreciation of issues of confidentiality, health and safety and security.

13. Work with technical equipment and systems (e.g. heating).

14. Clean designated areas inside and outside the premises to a high standard and collect and dispose of rubbish, litter etc.

15. Hold a full, clean driving licence.

16. To undertake a variety of general maintenance/repair and small project tasks to maintain and develop the internal and external school environment.
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