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Job Description

This form summarises the purpose of the job and lists its key tasks.  It is not a definite list of all the tasks to be undertaken as those can be varied from time to time at the discretion of the School, in consultation with the postholder.

SALARY:

NJC GRADE 5, points 7 - 8



£20,092 - £20,493 per annum
HOURS:

Full-Time



37 hours per week:

Monday – Thursday 1.30 pm – 9.30 pm
Friday 1.30 pm – 9.00 pm

LOCATION: 

Worthing High School

South Farm Road




Worthing

West Sussex BN14 7AR




Headteacher: Pan Panayiotou
	Job Title : Facilities Officer (Evening)

	SCH403



	Accountability : Reports to Community and Facilities Manager, ultimately to Headteacher 


	Main Duties and Responsibilities:

	· To assist the Community & Facilities Manager in the provision of high quality maintenance, security, cleanliness and redecoration of the school buildings and grounds ensuring that students, staff and visitors have a comfortable, clean, safe and well-maintained environment in which to work and use the facilities.

· To deputise for the Community & Facilities Manager.

· Liaise with external contractors as directed by the Community & Facilities Manager and ensure compliance with Health & Safety requirements. 




	Description of Duties:

	· To open and close grounds and buildings and ‘unset/reset’ alarms in accordance with laid down procedures, to ensure the premises are available to all users at specified times as directed by the Community & Facilities Manager.

· Maximise the security of the Premises and grounds at all times and minimise the opportunities for vandalism. 

· To carry out repairs, maintenance, cleaning and redecoration programmes as directed by the Community & Facilities Manager. Liaise with contractors regarding work requirements. Ensure that work carried out by contractors is completed to specified high standards, meets deadlines and complies with safe working practices. 

· Assist with daily cleaning of the premises as required ensuring that the work is completed to a high standard and complies with safe working practices.

· To assist in the setting up and presentation of rooms and halls in accordance with school programmes.

· Promote Energy Conservation awareness within the establishment.

· Assist with litter-picking duties to ensure site is kept in a tidy condition. 

· Carry out minor plumbing repairs as required (after training).

· Replace bulbs/diffusers where accessible. 

· Replace, re-fuse or fit plugs (after training). 

· Inspect and test electrical fittings and inform the Community & Facilities Manager of any defects (after training). 

· To monitor the effective and efficient operation of the heating and boiler systems and to maintain the appropriate records. To report faults so that remedial action can be taken as soon as possible.

· To know the location of main stop cocks and valves for all incoming services, mains electricity breakers and distribution boards. 

· Deal with, or arrange to be dealt with, all burst pipes, leaks, flooding, fires and breakages as appropriate. Inform the Community & Facilities Manager as necessary. 

· In consultation with the Community & Facilities Manager undertake appropriate training and development. 

· To comply with Health and Safety legislation, school policies and approved health and safety working practices in relation to the use of the buildings and grounds along with own duties and responsibilities. Report any breaches of safety regulations/policies or other safety concerns to the Community & Facilities Manager or Business Development Manager, to enable the site to be a safe and healthy environment for students, staff and other users of the school.

· To assist with regular checks and monitoring in respect of fire systems, water hygiene, asbestos, emergency lighting, fire fighting equipment and fire doors and maintain all relevant logs as directed by the Community & Facilities Manager.

· To assist in the operation, care and maintenance of all facilities equipment.

· To arrange or undertake the movement of furniture and heavy teaching equipment as required in accordance with school programmes and requirements. 

· Receive and deliver throughout the buildings ALL deliveries.

· Deal with any accidental spillage.
· To provide first aid cover “out of normal working hours” (after training). 
· All Staff may be required to support another school within SDET from time to time.
· To work as part of the Facilities Team as required. 

· To undertake any other duties appropriate to the post.

· Undertake some overtime by arrangement, which could involve evening or weekend work. 




Please note, because of the nature of this job, if you are successful in your application you will be subject to a criminal record check from the Disclosure and Barring Service before the appointment is confirmed.  This will be done by means of applying for an “Enhanced Disclosure”.  Disclosures include details of cautions, reprimands or final warnings as well as convictions, spent or unspent.
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