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Job Description 
Job Title:

Maintenance Assistant

Responsible to: 
Estates Manager
Salary:                          
scp 12
                                    
36.25 hours per week, Monday to Friday (full year)

Required to work on a rota basis

Ability to work flexibly to meet the needs of the school and attend occasional call-outs (on rota basis)
Main Purpose of the Job:
· To support the Estates Manager in all aspects of the School’s facilities management to ensure  the
 safety, security, maintenance and cleanliness of  the school buildings  and  grounds at all times.
 

· To
 support the Governors, leadership team and Estates Manager to provide effective facilities management of all school buildings and ensure a high quality learning environment for students and staff 

· To support the Estates Manager with school premises projects to ensure they are completed successfully, on time and within budget 

Site Maintenance

· To perform a wide range of work practices and trade skills within the concept of flexible, multi-skilled working

· To plan and carry out works within the planned maintenance schedule as required

· Undertake emergency repairs of the site, premises and content, as required
· Report major faults to the Estates Manager at the earliest opportunity
· Maintain the school grounds to a high standard, and ensure grounds are litter free

· Manage any contract staff on site, as directed by the Estates Manager

· Assist with the upkeep and maintenance of specialist equipment/surfaces, such as science, creative technology and sports 
· Support the Estates Manager in the operation of systems such as heating, lighting and security
· Ensure all equipment, furniture and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse
· Support the Estates Manager to maintain computerised records of all regular checks undertaken

Fire and Security

· Ensure the buildings/gates are locked and unlocked at appropriate times (including daily opening and closing), and setting and disarming of alarm systems
· Support the Estates Manager to test fire alarm call points and sprinkler systems weekly, and undertake regular checks of fire equipment
· On a rota basis, respond to call outs, make/arrange emergency repairs and ensure site security
Health & Safety:
· Ensure that all staff comply with Health and Safety legislation and procedures are continually observed in school

· Ensure that clear passage is maintained on all fire escape routes

· Make safe any hazards and ensure that the area is cordoned off

· Keep paths, entrances free of ice and snow to ensure the safety of children, parents, staff and visitors.

· Be aware of the location of all stopcocks, gas and electricity meters and read meters as required.

· Ensure that the boiler house is tidy and that no flammable material is stored there

· All employees have a responsibility for their own health and safety and that of others.  When carrying out your duties you must help us to apply our health and safety policy
Porterage
· Transfer goods and materials delivered to school to the appropriate locations around the school site
· Regularly set out and clear away furniture, equipment and other items, as and when required

Cleaning

· Ensure high standards of cleaning are maintained, cleaning staff efficiently deployed and supported and value for money achieved

· Support the Estates Manager to manage refuse and recycling procedures

· Support the Estates Manager to monitor supplies of cleaning materials, personal hygiene products, drinking water and sundry items

Additional:
· To maintain confidentiality of information acquired in the course of undertaking duties for the school

· To be responsible for your own continuing self development, undertaking training as appropriate

· Support the work of teachers/support staff in running clubs and activities

· To undertake any other reasonable duties, as directed by the Headteacher

Maintenance Assistant

Person Specification
	Education/Qualifications/Training

· GCSE C+ qualifications/equivalent in Maths and English

· Experience of premises and facilities management
· First Aid qualification, or willingness to undertake training

	Essential
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	Knowledge/Experience/Understanding
· Knowledge and understanding of health and safety and risk management procedures 
· Knowledge of building trade skills

· Experience and knowledge of planned and preventative building maintenance
· Knowledge/experience of cleaning 
· Experience of key holding duties

	E

E
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	Personal skills and abilities

· Excellent interpersonal and communication skills - at all levels
· Practical, hands-on approach to problem solving

· Ability to use own initiative and work without supervision

· Ability to work as part of a team

· Ability to work flexibly and to meet deadlines

· Ability to manage change and adapt working practices

· Ability to negotiate with outside bodies/contractors/supplier 

· Calm under pressure, resilient, reliable and committed to inclusive education

· Reflective practice

· Firm commitment to the school and its ethos
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