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Facilities Assistant (Fixed Term) 
Job Description
	Title 
	Facilities Assistant (Fixed Term) 

	Salary 
	Grade 2 
Points 3-8 (£24,413- £26,823)

	Required from
	January 2025

	Contract type 
	Full Time, 36.5 hours per week
Fixed Term (3-month contract initially - fixed term contract) 

	
	

	Purpose 
	· To assist in the management of the academy premises and all premises’ related matters to ensure the sound condition of the premises, and the health and safety of all the building occupants. 
· To ensure the academy premises, facilities and grounds is maintained and presented to a high standard and to deliver high standards of customer service to all premises users and visitors.
· To support the health and safety of the premises for users and visitors 


	Disclosure level 
	Enhanced 

	
	

	Main (core) accountabilities 



	· To support a wide range of improvement and maintenance projects across the site  
· To support a wide range of maintenance, repair, minor improvement, and installation work to the Academy’s buildings, resolving technical problems, calling external contractors for specialist repair and replacement parts and providing advice and guidance to equipment users.
· Ability to use Microsoft word and Outlook
· To work with site contractors, identifying issues of non-compliance with health and safety regulations and Academy policies, check work completed against specification for quality and refer issues as appropriate to the Facilities Manager 
· To ensure that contractors’ work is completed to a good standard and that all work is undertaken in the most safe, effective, and efficient manner. 
· To provide daily and seasonal facilities maintenance of the academy premises, including grounds maintenance, gardening, caretaking, and cleaning, in order to ensure high standards of support, services are maintained throughout the academy environment. 
· Locking and unlocking of the building on a rota basis
· Providing emergency access in the event of snow, minor flooding or any other similar emergency situation.

· To ensure that all rooms and facilities being used for lettings are provided to the tenant in a high standard of cleanliness and repair and to the requirement of the tenant e.g. room layout 
· To ensure that all rooms and facilities being used for lettings are ready for normal Academy use after the letting has finished, ensuring the correct room layout and a high standard of cleanliness for the academy day 
· To have due regard for Health and Safety and the academy Health and Safety Policy, and to take all reasonable steps to ensure safe working practices across the team to maximise the health, safety and security of the site, to promote awareness of the academy policies 
· To support the day-to-day security of the academy site by opening and closing of the premises during normal academy hours and out of hours, when requested.
· To deal with site Health and Safety issues and problems as they arise and address issues in order to maintain and improve safety.  
· Ability to prioritise tasks and liaise with academy staff 
· To manage all routine safety checks around the site to include fire safety, risk assessments and water maintenance to ensure safety of all people on the academy site. 
· Comply with Health & Safety, Fire Regulations and other academy policies 
· To be aware of and work in accordance with the academy’s Child Protection policies and procedures, raising any concerns relating to such procedures which may be noted during the course of duty 
· Commit to, promote and operate in accordance with Harborne Academy’s values and goals including but not limited to: safeguarding; health and safety; equality, diversity and inclusion.
· Commit to and participate in activities as required including but not limited to: enrolment and open events; business planning; development.

To undertake any other duties within the spirit of the job description and commensurate with the grading of the post.


	Additional Extras 








	· Comply with all Harborne academy’s policies and procedures ensuring commitment to the ethos and values.
· Assist in the development of excellent working relationships. 
· Take responsibility for Health and Safety of yourself and that of others. 
· Comply with the academy’s requirements for and commitment to the Safeguarding of Children.
· Commit to ensuring your own personal development

	
This job description is current at the date shown, but in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.


























Facilities Assistant (Fixed Term)
Person Specification
	Category 

	Essential
	Desirable

	Experience  

Experience of managing site services in an academy or similar establishment

Experience of building maintenance

Experience of site maintenance

	




· 


· 

	


· 

	Skills & abilities 

Organisational, communication and planning skills 

Prioritisation and multi-tasking and dealing with a diverse workload 

IT proficient – Word and outlook 

Ability to communicate effectively orally and in writing with staff at all levels and outside agencies

Ability to interact in a positive way with secondary age children and their families/carers

Ability to respond swiftly and effectively to the unexpected

	
· 



· 


· 


· 



· 




· 
	











	Knowledge 

Knowledge of Health and Safety Legislation

	

· 

	




	Safeguarding

Understand and promote the principles of safeguarding children.

	

· 
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