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AES Job Description – Professional Support Staff



	Name: 			Vacancy
	Team: 			Site Team


	Post:			Assistant Site Manager
	Scale:			4
Point:			8-9


	Date appointed to 
post: 
	Date appointed to 
school: 


	Senior Line Manager:	Business Manager

	Immigration Status: 

	Line Management 
Responsibilities:  	None

	Hours: 			20 Hours p/w 
                                        52.14 weeks per annum 
                                        


	Line Manager:		Site Manager


	JOB PURPOSE: 

To assist the Site Manager to ensure that the school site and buildings, learning environment and other facilities are maintained and operate to the highest possible standard of provision. Undertake effective maintenance, Health & Safety checks and ensure security of the site and related resources. 




	Assistant Site Manager:

· To open and secure the premises as required including the alarm systems.
· To be on out of hours call out rota for Site in event of alarm activation.
· Attend occasional evening and weekend lettings on a rota basis as required, including opening and securing of the site. 
· Patrol exterior of school premises to see that fences, gates etc. are secure and check for and report any damage to the Site Manager 
· Assist in the operational process relating to the schools’ minibus.
· To carry out handyperson and porterage duties as required.
· To assist in the resolution of all site-related issues and to identify maintenance requirements and report to Site Manager.  
· Ensure all hard play areas and paths are free from litter, stones, snow etc. and gullies and drains are free-flowing and clean.
· To operate, monitor and maintain heating plant and equipment.
· To carry out maintenance task and first line repairs which are not beyond the scope of an unskilled handyperson.
· To carry out painting and minor re-decoration of rooms as per programme. 
· Monitor and ensure the cleanliness of the school premises, grounds and furnishings, report any findings to Site Manager.

· Assist in the preparation and organisation of school events and activities, ensuring that the school’s needs are met in relation to events such as assemblies, examinations, after school- meetings, parents’ evening etc.
· Assist in the monitoring of the cleaning and grounds contracts and performance.
· Liaise with outside contractors on site to ensure that work meets contract standards

HEALTH & SAFETY and SECURITY:

· To ensure that Health and Safety standards are met in all areas of the school in liaison with the Site Manager & Health and Safety Co-ordinator
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace.
· To test emergency lighting, and record results as required.
· To assist in operating the Fire Panel and carrying out weekly testing
· To assist in the legionella testing.
· To ensure the security of the premises and contents including key holder responsibilities and responding to calls outs.
                                             

	ADMINISTRATIVE/CPD:

· To assist in developing site procedures and policies
· Attend whole school events, when required, to support site requirements.


	GENERAL:

· Work as part of site team to support student and staff well-being 
· Attend relevant training and take responsibility for own development, taking part in the performance management review in discussion with your line manager.
· Attend relevant school meetings as required
· To respect confidentiality of all school information at all times
· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy. 
· To understand, promote and act in accordance with the school’s policy and practice regarding safeguarding and the welfare of children and young people 
· The duties are neither exclusive nor exhaustive and the post holder may be required by the Business Manager or Headteacher to carry out appropriate, reasonable additional duties within the context of the job, skills and grade.


	INTERNATIONAL ETHOS:

· To support and promote the school’s distinctive ethos and curriculum
· To support the school visits programme as appropriate e.g. taking part in a visit, supporting Anglo Fringe etc.
· Be familiar with the varying needs and characteristics of different faiths and cultures





AES PERSON SPECIFICATION
Assistant Site Manager

	Experience
	· Successful recent experience working as a Caretaker
· Working effectively as part of a site team
· Good numeracy and literacy skills


	Qualifications




	Essential
· Experience in general administration and Site Management
· Educated to Level 2 or equivalent in English and Mathematics
· Ability to use basic IT programs such as Word, Excel, PowerPoint 

	Desirable:
· Level 3 qualifications in English and Mathematics
· Caretaker experience in a school environment
· First Aid Certificate
· Good understanding of Health and Safety regulations

	Knowledge, Skills & Aptitudes



	· Be able to communicate with students and staff at all levels and to exchange verbal information clearly and sensitively verbally and in writing
· Able to work both individually and as part of a team
· Be able to work on his/her own initiative and manage time and workload efficiently
· A positive approach to work, based on finding solutions to any given problem.
· The skills needed to work successfully in a team and to contribute to group thinking and planning
· An ability to be flexible and creative
· An ability to follow instructions accurately
· An ability to work calmly under pressure, showing patience, enthusiasm, resilience, initiative and kindness in adversity
· Ability to maintain a clean and safe working environment for staff and students.
· Be expected to undertake relevant additional training
· A strong “can do” attitude
· Awareness of relevant Health and Safety legislation
· Understand and comply with procedures and legislation relating to confidentiality
· Demonstrate a clear commitment to develop and learn in the role
· Ability to effectively evaluate own performance
· Understand and comply with procedures and legislation relating to confidentiality


	
	Personal Development & Welfare: 
· An understanding of Child Protection and Safeguarding policies and procedures
· A belief that in schools we can make a difference to the lives of young people and thereby make the world a better place
· A commitment to safeguarding and promoting the welfare of children and young people 
· An awareness of, and commitment to equalities of opportunity and inclusion in education


	
	International: 
· An understanding of, commitment to and willingness to fully embrace an internationalist ethos and vision  


	
	Administrative/CPD:
· A commitment to their own personal development and the continuing progress of the school 
· Effective time management and the ability to maintain a proper work-life balance
· An awareness of, and commitment to equalities of opportunity and inclusion in education
· Keep records of Health & Safety with regards to the premises and report this information to relevant members of the Leadership Team for the Health and Safety Committee meetings and Governors’ Personnel Committee meetings 
· Undertake any training commensurate with the post
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