Job Description

Job Title:  


Trainee Premises Support


Grade:


APPYR1
School:


Brindishe Schools
Contract Duration:

18 Months 
Key purpose of the Job to train as an Premises apprentice

To undertake a structured training programme in order to gain the required skills and knowledge

To develop self-confidence to be able to work independently on small projects and day to day task using Line Manager direction and own initiative 

To assist and support the Premises team in maintaining and improving the schools sites and supporting the strategic developments 

To understand the concept of best value and interaction with external contractors
To understand the importance of Health and Safety in the workplace following schools policies and procedures

On a day-to-day level, provide a safe and efficient working environment, for staff and service users
Personal duties

Observing learning and understanding a wide range of premises skills and processes whilst under the instruction of skilled Premises manager. This will include:

· Deal with health and safety / maintenance issues under the direction of the Premises team, referring all hazards to the Headteacher/LA
· Understand the reasoning and requirements of risk assessments, ensuring these are followed in line with schools policies and procedures  

· Key holder duties when premises officer on leave (and occasional weekends) including checking all doors are secured against unauthorised entry where appropriate.

· Carry out minor repairs and report defects to Premises Officer

· Knowledge of fire precautions and equipment and evacuation protocol 

· Assist with distribution of equipment / stock deliveries

· Adhoc cleaning to maintain high school standards

· Assist in the research and procurement process for new equipment or services in response to the needs of the business 

· Assist in the upkeep of all statutory maintenance records and Health and safety audit requirements. 
· Contact engineers to report faults under the instruction of the Premises Manager

· Assisting premises officer with tasks as set out in the rolling programme of works

· Support cover for routine premises team’s duties in the case of absence

· checking and cleaning up bodily fluids and checking soiling of toilet areas throughout the day subject to guidelines on health and safety

· ensure safe handling of chemicals in line with school health and Safety policy and COSSH assessments
· Help all school staff - e.g. assisting with large display mounting, moving of classroom and shared area furniture, repairs to classroom/school equipment.
· Moving, erecting and putting away larger outdoor equipment, stage and hall equipment and furniture as required.
· Clearing ice and snow to give access to and exit from site, Clearing school outdoor areas of all debris each day and help maintain school grounds including grass cutting, shrubbery pruning and weeding of flower beds and containers
· Reporting all accidents and potential hazards arising from plant, equipment and fittings to the premises team

· Support internal and external painting and decorating
Additional duties
· Be aware of and support diversity and ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Establish constructive relationships and communicate with other agencies/professionals

· Attend and participate in regular meetings

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· Undertake any other duties commensurate with the level of the post, as required to ensure the efficient and effective running of the Department/Section.

Person Specification

Experience/Education 

· Good level of general education. 

Personal qualities:

· Committed to providing a high quality service.

· To be flexible and self-motivated.

· Committed to own development.

· Maintain good relationships with staff, children and wider community.  

· To have a tolerance for stress and working under pressure.

· Ability to follow instructions accurately and effectively.

· Ability to work as part of a team.

Job related knowledge/aptitude/skills

· Basic DIY











· Basic knowledge of health and safety issues

· Ability to grasp new concepts and technologies quickly 

· Ability to maintain strict confidentiality of sensitive data and information 

· Ability to deal professionally with staff, parents and external organisations and visitors

· Ability to follow instruction

· Good verbal communication and verbal skills 







· Organised approach to prioritise works and successfully manage time

· Basic word processing skills

· Car driver / owner preferable

· Experience

· Ability to work unsupervised









· Ability to working as part of a team
Circumstances 

· Must be prepared to work within flexible hours to suit the needs of the service. 

Equal opportunities 

· Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.

· An understanding of and commitment to implement the Council’s Equal opportunities policies

· An awareness of Equal Opportunities issues.






· An understanding of and commitment to customer care

· An ability to work in partnership in a federation of schools

