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PREMISES STAFF:  PREMISES ASSISTANT (Key holder) – 
Summary of main conditions of service and full job description evaluated according to the Council’s job evaluation scheme.

Duties Include:
Safety and security of the building/minor repairs/monitoring of cleaning contract

Working Pattern:

· All year round (AYR) 
Conditions of Service Applicable:

· NJC for Local Government Services (Green Book)

Grade:

· Scale 2 - £22,599
Method of Payment:

· Monthly 

Hours:

· Monday, Tuesday and Thursday – 10:30am to 6:00pm

· Wednesday - 11:00am to 6:30pm
· Friday – 9:30am to 5:00pm
Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave and 8 Bank Holidays.  Leave is taken during school closure periods.

· For AYR staff annual leave entitlement may be taken on term days to be agreed with managers and in school holidays. The entitlement must be pro rata for AYR part-time staff who do not work every day. 
We highly recommend that you visit the school. Visits can be arranged via our Office on 0208 788 8901 or email office@southmead.wandsworth.sch.uk
For further information and to apply please download an application and details from the Wandsworth Council website https://jobs.richmondandwandsworth.gov.uk
For any further details please contact the school office on the telephone number or email below.  Completed applications should be returned to the school either by email or post.

Closing date: Monday 17th October 2022
We are committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 

This post is subject to an enhanced DBS check.

Please note that we do not accept CVs.

JOB DESCRIPTION
Premises Staff – Premises Assistant (Key holder) 
Grade: Scale 2
Responsible to the Headteacher/ Site Manager for the sufficient performance of their duties in relation to the maintenance, security and safety of the site.

Main duties and responsibilities

1. Reporting to the Headteacher/Site Manager evidence of major and minor defects.

2. Carrying out minor repairs to the site and equipment such as minor adjustments to doors and windows, replacement of locks, board up or replace windows, general carpentry repairs, etc.
3. In liaison with the Headteacher/Site Manager to order and supervise day to day repairs for approved contractors ensuring they are carried out to the correct standard.

4. Checking fire appliances at regular intervals ensuring that they are serviced by the approved contractor, testing fire alarms weekly and keeping records of testings and evacuations.

5. As delegated by the Headteacher, monitoring the standards of the cleaning and grounds maintenance contractor and reporting back to the Headteacher.

6. Carrying out emergency duties during the school day, e.g. removal of body fluids, broken glass, ice, debris thrown into garden and damage caused by vandals, flood, fire etc.

7. Ensuring that the contractor carries out specialised cleaning at the relevant times.

8. Safety checks on outside equipment. 
9. Ensure visitors/contractors records of attendance/visits.
10. In liaison with the school's Site Manager, takes steps to ensure that the premises are free from hazards and safe, warm and secure for pupils, staff and visitors.

11. Be a registered key holder and ensure the security of the premises as delegated by the Headteacher.
12. Taking steps to keep the premises free from infestation from pests and vermin.

13. Moving and distribution of furniture, equipment, stores, outside play equipment and assisting other staff in moving heavy loads.

14. Organising and keeping clean, tidy and safe the dustbin area, outside entrance area and all school grounds

15. Ground maintenance, for example leaves, as directed by Site Manager.

16. Monitoring external boundaries to ensure security of fencing etc.

17. Carrying out any other duties appropriate to the grading level as required by the Headteacher.

18. To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

19. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

20. To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.
QUALITIES

ESSENTIAL

· Hardworking and motivated

· Physical fitness appropriate for the task required, including some heavy lifting

· Positive attitude and “can do” approach

· Good communicator who works well as part of a team

· Able to develop positive relationships with all members of the school community

· Able to follow procedures and written instructions, organise and prioritise work load.

· Able to maintain all relevant paperwork and deal with contractors on a credible level

· Willing to be reasonably flexible with regard to working hours and undertake overtime as and when required
EXPERIENCE AND SKILLS

	ESSENTIAL

· DIY/Handy person skills

· Good organisational ability, including the ability to prioritise and programme work on the site

· Strong and effective interpersonal skills

· Good oral and written communication skills

· Understanding of importance of cleanliness and hygiene

· The ability to deliver high quality standards of cleanliness

· Basic computer skills

· Ability to be confidential on all school matters
· 
	DESIRABLE

· Skills and experience in decorating

· Understanding of Health and Safety legislation (including COSHH)

· Experience and appreciation of site security issues

· Cleaning experience

· Previous Caretaking experience

· NVQ 1 or 2 in Cleaning

· First Aid Certificate

· Knowledge of swimming pool maintenance

· Clean Driving Licence




Disclosure and Barring Service checks are essential for this post

Job Offer will be subject to satisfactory Recruitment checks
Southmead Primary School








PAGE  
4

