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ASSISTANT SITE SUPERVISOR
JOB DESCRIPTION

Hours of work:	25 hours per week (1.30pm - 6.30pm Monday-Friday) term time only 

Salary:	Scale H5

Reports to:	Site Manager


Main duties and responsibilities:

The Assistant Site Supervisor is a member of the site team responsible for:

1. Locking up the school during term time
2. [bookmark: _Hlk219888306]Support the planning, preparation and delivery of property maintenance tasks, including:
a. Distribute consumable items
b. Ensure that classrooms have appropriate fixtures and fittings that are maintained to an appropriate and safe standard
c. Remove graffiti
d. Ensure that the site is safe for students and staff to move around, which may include sweeping leaves, clearing snow and picking litter
e. Preparing the School Hall for parent’s meetings, examinations, school functions and other special events (including lets).
f. Monitoring security arrangements both during and outside normal school hours.
g. Ensuring that the buildings are cleaned to the agreed standard by monitoring the work of the contract cleaning staff.
3. Carrying out monitoring and regular checks of the school mini buses, including refilling the minibus with fuel and taking the minibus through a car wash on a regular basis (training and relevant assessment will be provided)
4. Create a safe working environment by implementing the necessary control measures, through the identification, mitigation and reporting of risks and hazards.
5. Access and utilise issues reporting software to complete requested property maintenance tasks and report minor repairs which have been identified
6. Communicate effectively verbally and in writing to liaise and coordinate with other team members.
7. Complete appropriate Health and Safety training, ensuring all tasks are carried out to meet appropriate standards and communicating safe practice to staff.






General:

· [bookmark: _Hlk219885795]Willing to undertake and make future use of any training which the school deems necessary or desirable, such as first aid training and driving the minibus (subject to licence requirements).
· If you are bilingual or intermediate in another language, to be prepared to attend, occasionally and by prior arrangement, Parents’ Evenings to support in translating for parents, for which time off in lieu will be given.
· Supporting the school’s Equal Opportunities Policy.
· Any other everyday site maintenance tasks necessary for the smooth running of the school as required by the site supervisor, deputy site supervisor or Headteacher.











































PERSON SPECIFICATION
ASSISTANT SITE SUPERVISOR
Essential:

· Willingness to develop own expertise; 
· Knowledge of Health and Safety regulations;
· Successful use of tools and machines;
· Commitment to LEA and School Equal Opportunities policy and procedure;
· Able to work well as part of a team;
· [bookmark: _Hlk219886086]Enthusiasm for working in a co-educational, multicultural 12-16 school;
· Able to plan and organise own schedule of work;
· Clear verbal and written communication;
· Ability to work on own initiative;
· Excellent attendance & punctuality;
· To be willing and suitably qualified (full and clean driving licence and over the age of 21) to learn to drive the school minibus and undertake the MIDAS assessor training; and
· To be willing to undertake first aid training.

Desirable:

· Experience of working in an education setting.
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Nower Hill High School
George V Avenue, Pinner
Middlesex, HAS5 5RP
Telephone: 020 8863 0877

Email: admin@ nowerhill.harrow.sch.uk
Website: www.nowerhill.org.uk

Headteacher: Ms J Skelhorne
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