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	Job Title:


	Site Assistant
	Post No:
	

	
	
	
	

	School/

Directorate:
	PLRD – London Road Estates
	Department/

Team:
	Estates


	Reports to    (job):
	Estates Co-ordinator

	
	

	Responsible     for (jobs):
	Site support across college and to assist in ensuring the security of the buildings and the safety of staff, students and visitors.


Job Purpose

	Working primarily at London Road as part of the site Estates Team under the direction / instruction of the Estates Coordinator, your duties are to provide a comprehensive site support service across college. 
This involves ensuring the security of the buildings and safety of staff, students and visitors. Where appropriate this also involves ensuring high standards of student behaviour, and supporting our Student Services team with any safeguarding concerns. The role also involves providing first aid for staff or students when needed.
The role of the Site Assistant covers a wide range of possible duties.  The job description outlines the main purpose in general terms only and is not intended to be exhaustive or prescriptive.



Main Responsibilities

	1. 
	To act as a First Aider.

	2. 
	To support the College safeguarding team and Other staff when needed and to challenge and ensure appropriate student behaviour/conduct on campus.

	3. 
	To be a designated key holder, assist in the security of the College sites including unlocking and locking the buildings and responding to security call outs (on rotation) as required. This also includes securing entrances / exits as appropriate and reporting potential security breaches

	4. 
	To ensure that the general upkeep and maintenance of the premises is satisfactory including ensuring the safety and security of the buildings and taking corrective action or reporting hazards or defects to ensure a safe working environment is maintained.

	5. 
	To assist the Estates Coordinator in developing and undertaking the annual planned maintenance programme including undertaking minor repairs and redecoration to college facilities.

	6. 
	To assist and participate in the organisation and movement of furniture within the building.

	7. 
	To ensure that desk arrangements and room allocations are organised in accordance with the needs of the College curriculum.

	8. 
	To monitor and maintain the tidiness of the buildings and ensure internal and external areas are kept clear of waste and litter at all times 

	9. 
	Receive goods, assisting with loading and off-loading as required and ensure goods are correctly handled and delivered to the correct recipient. 

	10. 
	To carry out routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess if minor work or repairs need to be carried out to maintain safe and satisfactory conditions

	11. 
	Operation and maintenance of College systems – heating, lighting, fire precautions, and Other Health & Safety systems as required by Estates Coordinators or the Health and Safety Officer.

	12. 
	To assist with college lettings by supervising visitors and users of the college buildings

	13. 
	Operate and carry out weekly test on alarm systems where appropriate

	14. 
	To assist with control of contractors and, if required, with obtaining quotes and contractor information for Estates Coordinators.

	15. 
	To assist with the provision of any other appropriate support e.g. Open Evenings, Examination Results Days, Consultation Evenings, Commercial lettings.

	16. 
	To assist with the delivery of supplies, to take deliveries and post between college sites, and to deliver post and parcels to individual departments on the campus.

	17. 
	To monitor the car parks and reserve spaces for visitors.

	18. 
	To carry out routine inspections of minibuses and college vans and to report any defects to the relevant Estates Coordinator and to the Health and Safety Officer.

	19. 
	To work flexibly across college sites according to work demands

	20. 
	Carry out appropriate procedures in the event of fire, flood, breaking and entering, vandalism, accident or major damage, including liaising with the Police and emergency services as necessary. 

	21. 
	Provide safe and secure access to the College in the event of bad weather or emergency.

	22. 
	Occasional Saturday working as required.

	23. 
	Any other duties commensurate to the post

	24. 
	Shrewsbury Colleges Group actively promotes a ‘safeguarding’ culture. As such, employees are expected to carry out their role and responsibility in relation to student welfare. Employees are expected to access PREVENT and child protection training in accordance with their role and be aware of who to contact and what action to take if there are concerns regarding the welfare of all students. We are committed to ensuring that all employees are supported in respect to their safeguarding duties.

	25. 
	To work flexibly, undertake training and development, and undertake such other tasks as may be required or directed from time to time to meet the needs of the College

	26. 
	To support and promote the College’s equal opportunity, diversity, health and safety, Prevent and other policies, processes and objectives

	27. 
	To work positively to suggest and deliver quality improvements and to engage with all quality improvements agreed for implementation from both internal and external sources.

	28. 
	Participate in exam invigilation as and if required (following suitable training)


Person Specification

	Criteria


	Essential
	Desirable

	Qualifications
	· Full UK driving licence

· First Aid at work qualification or a willingness to undertake the qualification
	· Manual handling, working at height or other relevant health & safety training

	Knowledge


	· Awareness of Health & Safety procedures and precautions
	

	Skills 


	· Good numeracy/literacy skills
· Willingness to develop knowledge of use of ICT and other specialist equipment/resources
· Able to negotiate stairs, steps, work off ladders, scaffolds and access equipment with ease. 
· To be able to assist with the transportation of sometimes heavy or awkward items around buildings and between premises.
· To be able to demonstrate self-motivation
· Ability to meet deadlines and work under pressure
	· Good general maintenance skills


	Experience


	· Relevant experience in a school, college or similar environment

· Experience of manual handling procedures
	· Experience of Health & Safety in the workplace
· Experience of premises security


	Special working requirements


	· Approach a challenge with enthusiasm
· Organised, flexible and able to adapt to new and changing circumstances
· Willingness to participate in development and training in essential subjects
· Able to maintains a presentable personal and corporate appearance
· Committed to Equality and Diversity
· Ability to relate well to students and adults
· A commitment to ensuring the safeguarding and welfare of children and vulnerable adults at Shrewsbury Colleges Group
	· Able to demonstrate a customer focused approach to their work
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