HOLY  GHOST  CATHOLIC  PRIMARY  SCHOOL

JOB DESCRIPTION FOR THE POST OF PREMISES ASSISTANT
The post-holder is accountable to the Headteacher and under the direction of the Premises Officer.
1. Reporting to the Premises Officer / School Business Manager evidence of major and minor defects.

2. To undertake routine grounds maintenance to ensure the upkeep of playground, decking area and ensuring entrances are kept clean, tidy and free from debris.

3. Act as key holder for the school.

4. To ensure at the end of the day all doors, windows and gates are locked; gas and electrical appliances are turned off and security alarm is set and working correctly.

5. To ensure that the school is clean, tidy, and conducive to learning e.g. litter picking, collection and disposal of refuse, ensuring toilets are checked at the end of the day for fresh supplies.

6. To ensure that hall and other meeting rooms are cleared away after evening events.

7. To ensure that orders received into the school are delivered to the appropriate area/person as necessary.

8. To put away supplies in relation to premises / cleaning deliveries.
9. Take monthly meter readings of energy services.
10. To undertake minor emergency repairs to the site and equipment such as minor adjustments to doors and windows, replacement locks, board up windows.

11. Carrying out any other duties appropriate to the grading level as require by the Headteacher.

12. To be fully aware of and understand 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.

13. To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the workers role.

14. 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.
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