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JOB DESCRIPTION & PERSON SPECIFICATION

Site Officer Apprentice
North Chadderton School

Salary: £15,292 per annum
36 hours, 40 minutes per week
Full Year

Reporting to

The postholder will report to the Premises Manager

Responsible for

None

Purpose of the Post

As Site Officer (Apprentice), the post holder will work collaboratively with the Premises team to ensure the school buildings meet the needs of pupils, staff and the general public. The post holder will support the management of services such as security, parking and maintenance. 

This role presents a unique opportunity to begin a career in facilities management as the successful candidate will receive comprehensive training throughout the apprenticeship and ongoing support from the school.

The successful candidate will receive comprehensive training throughout the apprenticeship.

Key Duties

· Ensure that the facilities, such as catering, security, maintenance and reception run smoothly so schools can run effectively.
· Secure the site and assist in site emergency and evacuation procedures.
· Set up rooms for events and support the co-ordination of the event, e.g. Open Evenings, Fun Days.
· Assist with the maintenance of external areas.
· Carry out minor repairs and maintenance around the workplace.
· Deal with enquiries from members of staff, contractors and members of the public.
· Direct and communicate with outside contractors and customers.
· Organise and take delivery of stock.
· Read energy meters and monitor heating and ventilation systems such as solar panels or reusable energy systems.
· Assist the school with health and safety and planned maintenance arrangements.
· Be aware of and comply with, the policies and procedures relating to child protection, equality and diversity, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be a responsible key holder.
· Be responsible for maintaining records, information and data.
· Complete appropriate training to ensure successful achievement of apprenticeship standards.

Standard duties
	

	· To understand the importance of equality and diversity in the workplace and service delivery and promote equal opportunities for all.

	· To uphold and promote the values and the ethos of the school.

	· To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.

	· To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.

	· To participate and engage with workplace learning and development opportunities to continually improve own performance and that of the team/school.

	· To attend and participate in relevant meetings as appropriate.

	· To undertake any other additional duties commensurate with the grade of the post. 



Safeguarding

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with the Trust’s Safeguarding/Child Protection policies.
· To undertake regular safeguarding/child protection/adult protection training as required by the Trust.

Culture

· Responsible for Health & Safety, security, data protection and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.
· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity, and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the Headteacher to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

[bookmark: _Hlk169605747]The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.



Apprentice Site Officer - Person Specification

	E = Essential    D = Desirable    A = Application    I = Interview
N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview

	Essential or 
Desirable
	Application
/Interview

	Skills and Abilities
	
	

	Numeracy and literacy skills with an ability to keep accurate records

	E
	Application

	Current, valid driving license

	D
	Application, Interview

	Experience
	
	

	Aptitude for practical skills with an ability to carry out caretaking duties including cleaning, manual handling, security patrols, repair work and preventative maintenance (as trained)

	D
	Application, Interview

	Knowledge of Health & Safety and hygiene procedures and precautions

	D
	Application, Interview

	Willingness to gain awareness of COSHH regulations, applying knowledge gained as appropriate

	E
	Interview

	Knowledge of moving and handling procedures and an ability to carry out tasks regarding Health and Safety procedures

	D
	Interview

	Willingness to develop knowledge of use of ICT and other specialist equipment/resources

	D
	Interview

	Ability to relate well to children and adults within a school environment

	E
	Application, Interview

	An ability to undertake all the physical aspects of the job and to use relevant equipment

	E
	Application, Interview

	Command of spoken English sufficient to enable the effective performance of the role, including the ability to speak with confidence and accuracy and the ability to listen and respond appropriately dependent on the audience
	E
	Application

	Knowledge, Behaviours and Values
	
	

	Demonstrates a collaborative, team working approach focused on improvement and supporting the vision, values, and objectives of the organisation

	Essential
	Application, Interview

	Demonstrate a commitment to appropriate professional standards, including core policies relating to equality and diversity and child protection 

	Essential
	Application, Interview

	Demonstrate a commitment to maintaining and developing professional knowledge and skills 

	Essential
	Application, Interview

	Tact and diplomacy in interpersonal relationships with all stakeholders 

	Essential
	Application, Interview

	To be flexible and able to adapt and prioritise appropriately

	Essential
	Application, Interview

	Effective staff motivation and development, including establishment of a positive performance management culture 
	Essential
	Application, Interview

	Understand the reasons why a school environment needs to be safe and secure
	Essential
	Application, Interview

	Understanding of why both safeguarding and confidentiality are important in a school
	Essential
	Application, Interview

	Work Circumstances
	
	

	To wear appropriate uniform and personal protective clothing (PPE) 

	Essential
	Application, Interview


Key:  I = Interview    R = References    A = Application    D = Documentation    T = Test

NB. – Any candidate with a disability who meets the essential criteria will be guaranteed an interview.
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