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Job Description 

Post: 


Maintenance Operative (Facilities Assistant)
Hours of work: 
36 hours per week (shift rota) x 52 weeks per year
Reporting to: 

Facilities Manager 

Job Purpose

The Facilities Assistant is responsible for maintaining the site to a high operational standard by overseeing security and maintenance tasks, supporting the health and safety of pupils and staff, administrative duties and delivering high-quality lettings services.
Responsibilities:

· To carry out repairs and maintenance on site, to ensure the smooth running of the school, (training and tools provided).
· To set out tables and chairs as directed for school events, exam halls, lunch halls etc
· To be responsible for the collection of confidential waste and its disposal with the external agents.
· To deputise for the Site Manager in his absence as directed.
· To carry out a weekly check on the school minibus, as indicated in the Mini Bus Handbook.
· To drive the school minibus as directed.
· To ensure security of the premises and its contents (including the operation of fire and burglar alarms).
· To be a Key Holder.
· To carry out winter maintenance on the school site as required.
· To carry out any relevant training as required by the school or as requested by the Facilities Manager - (see minimum compulsory list below): 

· IPAF / MEWP

· Ladder Training

· H&S Awareness

· Manual Handling

· Fire Safety

· First Aid + AED 

· Asbestos Awareness

· Legionella Awareness

· PAT Testing

· Mini bus training

· Evac Chair training

· To assist the grounds person as directed, i.e., marking out the pitches etc.
· To carry additional hours as required to suit the operational needs of the school for out of hours activities as directed.
· To attend out of normal working hours any emergency situation which may arise. 

· To manage the premises during periods of time when the building may be let to external hirers and to report any infringement of the school’s letting regulations to the Facilities Manager. (Staff are required to be present ½ hour before the period of let to prepare the room(s) and ½ hour afterwards to secure the premises).  i.e., setting out and where time allows putting away chairs, etc.
· To assist with the delivery of parcels to staff as directed.
· To be responsible for the distribution of Hi-Vis waistcoats to nominated staff in an emergency including fire drills.
· To liaise with external agents and contractors as necessary. 

· To be a trained First Aider.
· To be flexible on shift patten.

· To review and develop your own professional practice, including taking part in annual performance review.
· Any other such matter that the Facilities Manager or the Headteacher may reasonably request.
SAFEGUARDING

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with Mayfield’s Safeguarding/Child Protection policies

· To undertake compulsory Child Protection/PREVENT Training as directed by the school

Whilst every effort has been made to cover the main duties and responsibilities of the post, each individual task undertaken may not be identified.

This job description is current at the date below, but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the role and the grade.

The duties and responsibilities in this job description are not exhaustive and may be varied from time to time, in a manner that is compatible with the post held, at the discretion of the Headteacher/Line Manager.  
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