ROLE DESCRIPTION

Post:




Site Assistant

Sector/Section:


Estates
Grade and Salary Range:

Scale 4 
Full time/Pro-rata


Full time

 

Fixed term/Permanent:

Permanent

Line Manager:


Estates Manager
Supervisor:



Site Officer







Location:
Based in the Site Assistants Office, will be required to undertake duties at all College Centres.


Hours of Work:

37 hours per week worked in accordance with

College requirements, on a rotation shift system that varies throughout the year, 7.5hrs per day between 06:00 – 22:00, in line with employment contract.  Additional attendance may be required on occasions for which additional remuneration will be paid. 




Will be required to attend College out of normal

working hours in order to deal with emergencies.

Purpose and Objectives of Role:
To assist in providing a high quality and responsive Estates service to the college community, to maintain and improve all areas of the college and to promote a safe, secure and pleasant environment by undertaking key-holding, maintenance, repair, refurbishment and porterage duties including liaison with staff, students, contractors and external visitors.

Further Education is continually developing and 

the rate of change is unlikely to slow down.  You

must therefore be flexible to take on changing responsibilities.

Specific duties of the role:

1. Act as a keyholder for the college estate, unlocking and locking college buildings as directed by Site Officers / senior college staff.  
2. Operate college fire, intruder and other alarm systems.
3. A proactive approach to the maintenance and improvement of all college areas.
4. Carry out routine maintenance tasks.
5. Carry out repairs, painting and decorating / minor refurbishment work as directed by Site Officers / senior college staff.
6. Routine tests and checks of various college systems as directed by Site Officers / senior college staff (e.g. fire alarms tests / vehicle inspections etc).    
7. Assist in the set-up, take-down and co-ordination of college events as directed.
8. Assist in the signing in and out of college contractors and ensuring safeguarding and Health and Safety procedures are followed.
9. Assist Site Officers / Senior college staff in the monitoring, reporting, and where appropriate, rectification of estates and health and safety issues.
10. Assist Site officers in signing off and checking contractors’ work.

11. To act as a Banksman on deliveries when required.
12. Porterage duties
13. Assist with room / furniture moves as directed.
14. Responding promptly to estates job requests, prioritising jobs and completing tasks using the job logging system database within defined timescales.

15. Carry out risk assessments and work in a safe and considerate manner, using safety equipment and signage with full regard to operational procedures, safety measures and identified risks.

16. To act as Fire Marshall and maintain an awareness and observation of Fire and Health & Safety Regulations and good practice requirements.
17. Be aware of and adhere to college management systems.
18. First Aid duties (training provided).
19. Assist with the clearance of snow / ice etc. during periods of adverse weather.

20. Carry out other duties within the scope of the role as required.

	PERSON SPECIFICATION
	
	    Method of

	
	
	    Assessment

	SITE ASSISTANT
	
	

	
	
	

	QUALIFICATIONS
	
	

	· GCSE (or equivalent) in English & Maths is desirable 
· A qualification in an appropriate trade is desirable
· First Aid (or willingness to work towards) is essential
· A Health & Safety qualification (or willingness to work towards) is desirable
	
	Application Form

	
	
	

	EXPERIENCE

· Experience of working in a similar role is desirable
	
	Application Form/

Interview

	· Experience of working on own initiative is essential
	
	

	· Experience of maintenance work is desirable
· Experience of working in an education setting is desirable

	
	

	KNOWLEDGE/SKILLS/ABILITIES (Competencies)
	
	Application Form/

	A variety of skills are required and where appropriate, information, instruction and training will be provided.

· Excellent communication skills are essential.
· General DIY abilities are essential
	
	Interview

	· Ability to keep and maintain accurate records is essential
· Computer Literacy, including the ability to use Microsoft Office applications, is desirable.
· Ability to use a smart phone is essential
· Organisation skills and the ability to work to deadlines is essential.
· Ability to work independently and as part of a team is essential.

· An understanding of ‘safeguarding’ and its importance within the College, together with a commitment to creating a safe learning/working environment is essential
· Clean driving license is desirable
	
	

	
	
	

	PERSONAL QUALITIES
	
	Application Form/

	· A committed, enthusiastic and proactive approach to working is essential
· A flexible approach to working is essential.
SPECIAL REQUIREMENTS

· Ability to attend College premises for emergency callout outside normal working hours, is essential
· Driving Licence (or willing to work towards) is essential
· Willingness to undertake further training and development as required to fully discharge the duties of this role safely and effectively is essential

	Interview
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