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JOB DESCRIPTION

Job Title:			Assistant Site Supervisor

Grade:				Grade D, PT 5 – PT 6

Job Location:		Ascent Academies Trust 
				
Responsible to:		Site Manager

Purpose
· To ensure that the site and grounds are maintained at all times in a safe, clean and healthy state for pupils, staff and visitors and other users of the site facilities.

Principal Responsibilities
· To ensure the security of the premises in accordance with the specifications of the Site Manager and Facilities Manager
· To ensure the lighting and heating of premises in accordance with the specifications of the Site Manager and Facilities Manager
· Ensuring the premises are open for use as and when required in accordance with the specifications of the Site Manager and Facilities Manager, and securing the premises at the end of each shift.
· To assume responsibility for cleaning areas within the school building in accordance with the specifications of the Site Manager and Facilities Manager

Main Duties (as directed)
Security 
· Responsibility for the security of the building(s) and their contents including patrolling, the opening and locking of gates and doors, ensuring that windows are locked and secure that security systems are activated accordingly.
· Requesting unknown persons on site to furnish proof of identity to prevent trespassing on premises, referring to the Head of Academy and the police where necessary; where appropriate, to prevent unauthorised parking on the school site. 
· Assume responsibility of 1st key holder for the site (on rota basis). First point of contact to undertake associated call out duties. 
· Carrying out authorised procedures in the event of a fire, flood, breaking and entering, accident or major damage

Health and Safety
· Ensuring that all rubbish and broken furniture is removed from the building and is taken to bins or to a safe storage area.
· To ensure Personal Protective Equipment (PPE) is used wherever there are risks to Health and Safety that cannot be adequately controlled in other ways.
· Ensuring that all hard playing areas and paths are free from hazards and that all drains and gullies are free flowing and clean. Reporting any blockages to the Site Manager or Facilities Manager as appropriate.
· Control, monitor, order and safe storage of cleaning materials and supplies used.
· Weeding of paths, paved areas and gutters etc. as required. Snow clearing and gritting of all essential paths as required 
· Ensuring that all equipment and machinery used by site staff is in a safe working condition and properly stored when not in use.
· Repair and maintenance of premises and equipment – within the competence of the assistant site supervisor and satisfying health and safety and hygiene requirements

Personal Responsibilities
· Cleaning of designated area and undertake emergency cleaning of other areas as necessary, including the disinfections of designated toilets where applicable.
· Carryout housekeeping duties to ensure the smooth running of the site hospitality. 
· Work with, and co-operation with site staff and contractors during academy holidays to undertake ‘deep’ cleaning of site, for example striping and varnishing designated floors, painting, cleaning of all inside windows within specified cleaning area and all ground floor external windows and associated paintwork.
· The maintenance of all specified wood floors as specifications appropriate, including the application of floor seals.

Heating Systems
· Reporting failure of the heating plant promptly to the Site Manager/ Facilities Manager and ensuring that the proper emergency procedure is initiated to provide heating for the site.
· Taking readings of electricity, gas and water meters on a weekly basis. Readings should be recorded in a meter book. Reporting any abnormal consumption to the Site Manager immediately.

Grounds Maintenance
· Ensuring that external litter bins are emptied daily and that the site is kept clear of litter and animal excrement.
· Weeding of paths, paved areas and gutters etc. as required. Snow clearing and gritting of all essential paths as required.
· Ensuring that all hard playing areas and paths are free from hazards and that all drains and gullies are free flowing and clean. Reporting any blockages to the Site Manager or Facilities Manager as appropriate.

Transport
· Undertake weekly vehicle checks of academy vehicles
· Assist with the transporting of vehicles for servicing and maintenance

Other Duties
· Making regular inspections of the premises and drawing to the attention of the Site Manager any repairs or maintenance work required at the site
· Porterage of goods and materials and movement of furniture and equipment as required. Accepting delivery of goods and materials for distribution.
· Ensuring that adequate supplies of products (e.g. light bulbs/fluorescent tubes, cleaning materials, toilet rolls, hand towels etc) are available.
· Exercising judgment in assessing and carrying out minor repairs. 
· Ensuring that the site is available for academy and letting activities during normal opening times and at weekends, including the setting up and cleaning down of refreshments, equipment and  furniture as required and securing the premises after use.

The post holder must act in compliance with data protection principles in respecting the privacy of personal information held by the Academy.  The post holder must comply with the principles of the Freedom of Information Act 2000 in relation to the management of Academy records and information.  The post holder must carry out their duties with full regard to the Academy’s Equal Opportunities Policy, Code of Conduct, Child Protection Policy and all other Policies.  The post holder must comply with the Trust’s Health and Safety policy, rules and regulations and with Health and Safety legislation.
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