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GENERIC JOB DESCRIPTION

	DEPARTMENT:
	NEW GUILD TRUST

	
	

	DESIGNATION:
	CASUAL PREMISES ASSISTANT

	
	

	POST RESPONSIBLE TO:
	HEADTEACHER OR DESIGNATED SENIOR OFFICER (CFO)   

	
	

	POST GRADE   2
	

	
	


PURPOSE OF THE POST

DUTIES:
1. Security – unlocking and securing premises at agreed times and maintaining the key(s) in their possession for emergencies.  Check and report on condition of security fencing and gates.

2. Minor repairs to include minor internal decoration and maintenance. E.g. replacing door handles, replacing light bulbs/ plugs with appropriate training.

3. Checking that the heating and lighting systems are operating satisfactorily, and setting controls for their use, and checking their efficiency with regard to energy conservation.  Monitor energy consumption.

4. Checking fire and/or security alarms are working satisfactorily.  Record test dates and outcome.

5. Maintain a vigilance for Health and Safety concerns in and around the building including checking outside area for syringes, broken glass etc. and disposing appropriately

6. Disposal of such waste materials arising from the use of the premises as are not covered by alternative arrangements.

7. Replacing such consumables on the premises in appropriate locations as are not covered by alternative arrangements, e.g. toilet rolls, soap, towels etc.

8. Ensuring that premises are in a safe, tidy and satisfactory condition prior to use.  In the morning this will normally require attendance until a member of staff arrives.

9. Minor plant maintenance in accordance with agreed working practices and procedures. E.g. lubrication of heating pumps

10. General portage and collection activities.

11. Cleaning of designated areas not covered by alternative arrangements, e.g. outside areas, car parks, drains, boiler house, stores etc. This may include cleaning up after contractors during school closure periods.  Removal of graffiti and chewing gum from building fabric.

12. Assist and advice the Headteacher and others on matters relating to energy and other building related matters.

13. Any other duties commensurate with the level of the post as directed by the Headteacher.

14. All equipment and protective clothing necessary for the job will be provided.

15. Driving the school minibus as and when required (holding relevant D1 and Driver assessment training)

