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Wyre Forest School Site Assistant
Wyre Forest School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details
Job title: Site Assistant
Salary:  Scale 5 SCP 12-17
Hours: 37 hours per week 6am – 2pm & 11am – 7pm (30-minute lunch break) alternating weekly.
School Holiday working hours 7am - 3pm & 10am - 6pm (30-minute lunch break) alternating weekly.
Occasionally there may be instances when working outside of these hours may be necessary
The school reserves the right to amend this job description in line with operational needs

Contract type: Permanent
Reporting to: Site Manager
Main purpose 
To support the Facilities Manager in ensuring the school premises are safe, secure, clean and well maintained, providing a suitable environment for pupils, staff and visitors.
The post holder will be required to have significant skills with a ‘hands on’ approach as a significant proportion of their time will be involved in practical site activities

Key responsibilities
1. Site Security
· Assist with opening and locking the school site, buildings and gates as required
· Carry out regular security checks of the premises
· Respond to alarms and emergencies in line with school procedures
2. Maintenance and Repairs
· Undertake basic maintenance tasks including: 
· Painting and decorating
· Minor plumbing and carpentry
· General repairs to fixtures and fittings
· Report defects and maintenance issues to the Facilities Manager
· Assist with planned maintenance programmes
3. Health & Safety Compliance
· Follow all health and safety procedures and legislation
· Support routine checks including: 
· Fire alarms and emergency lighting
· Water systems (legionella control)
· Fire safety equipment
· Ensure safe working practices when carrying out tasks
4. Cleaning and Site Presentation
· Ensure the site is clean, tidy and free from hazards
· Carry out light cleaning duties where required
· Assist with waste management and bin areas
· Report any issues with cleaning standards
5. Porterage and Set-Up
· Move furniture, equipment and deliveries around site
· Set up rooms for meetings and events
· Support lettings as required
· Ensure hygiene store is stocked
6. Contractor and Visitor Support
· Assist with supervising contractors on site
· Ensure contractors follow school health & safety procedures
7. Grounds Maintenance
· Assist in the upkeep of school grounds, including: 
· Basic gardening tasks
· Support external contractors where required
8. General Duties
· Work flexibly across the site team as required
· Drive the school minibuses as required
· Undertake duties during school closures if needed
· Participate in training and development
· Carry out other duties appropriate to the role

Other areas of responsibility
Safeguarding 
Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
Work with the designated safeguarding lead (DSL) to promote the best interests of pupils, including sharing concerns where necessary
Promote the safeguarding of all pupils in the school

Person specification
	CRITERIA
	QUALITIES

	Essential
	· Basic practical maintenance skills
· Awareness of health & safety requirements
· Ability to work independently and as part of a team
· Reliable, punctual and flexible
· Ability to be flexible with priorities to suit the schools ever evolving environment


	Desirable
	· Experience working in a school or similar environment
· Knowledge of basic building maintenance systems
· Relevant health & safety training

	Personal qualities
	· A positive, can-do attitude
· A good eye for detail
· Self -motivated and able to work independently
· Good communication and interpersonal skills
· Able to work both as part of a team and independently 



Notes:
This job description may be amended at any time in consultation with the postholder. 
Headteacher/line manager’s signature:	_______________________________________
Date: 						_______________________________________	
Postholder’s signature:			_______________________________________
Date: 	
Updated May 2026 				
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