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	Facilities Operative


	
Person Specification:  Facilities Operative

	
	Essential
	Desirable
	How to be tested

	Qualification criteria:
1. Eligible to work in the UK.
1. Possess at least one specialist skill area of building maintenance e.g. plumbing, carpentry etc
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Application form & evidence

	Experience:
1. Experience of working in an environment with children or young people.
1. Experience of working under a pressurized environment with competing deadlines.
1. St John’s Ambulance First Aid/Red Cross First Aid or equivalent or prepared to undertake training.
1. Experience in Site Maintenance.
1. Experience of Environmental management in particular waste management.
1. Experience, knowledge, and competence in the management of health and safety.
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Application form & interview

	Vision and Strategy:
1.  Vision Aligned with Cox Green School of high aspirations and high expectations of self and others.
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Interview

	Behaviours, Skills, and Abilities:
1. The ability to enthuse and inspire others & has a ‘can do’ attitude.
1. A passion for and relentless determination that every student develops and succeeds.
1. Excellent listening, communication skills and high levels of emotional intelligence.
1. Strong organisational and time-management skills and ability to work under pressure.
1. Resilience and optimism to lead through day-to-day challenges in a busy and pressured school environment.
1. The ability to take personal responsibility, a readiness to reflect and self-evaluate and the ability to change, improve and develop.
1. High levels of honesty and integrity, confidence and self-motivation and a calm approach.
1. Physically fit, able to bend, lift and use ladders.
1. Ability to communicate fluently in accurate spoken and written English
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Interview

	Other:
1. This post is subject to an enhanced DBS disclosure.
The post holder must be committed to safeguarding the welfare of children.
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Interview & references
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	Facilities Operative

	Job Description: Facilities Operative


	Line Manager:
	Facilities Manager

	Posts directly supervised:
	N/A

	Main Purpose of Role:
	To maintain a high-quality learning environment in which students can achieve and progress.

	Main Duties:

	
· Operates during and outside of school opening hours. Be on call for out of hours emergencies and alarms calls 24 hours per day, 7 days a week. Work both indoors and outside within the school grounds throughout the year.
· To act as key-holder and be responsible for routine and non-routine opening and closing of the school site, ensuring that the buildings and school site are always secure, particularly out of school hours, in order to prevent unauthorised entry and potential damage/theft.
· To work outside of normal working hours as required for school events, lettings, or emergencies.
· To operate and respond to alarm systems including the fire and intruder alarms. Carry out investigation after any activations which can occur at any time, Liaising, as necessary, with fire and intruder alarm contractors or emergency services if required. Reporting any security breaches and damage and taking action where needed to restore site security.
· To assist with the provision of information regarding site security when required.
· To undertake regular security checks, identify security risks as instructed and report to the Facilities Manager or Operations Director as appropriate.
· To be familiar with and undertake emergency procedures and access provision as appropriate.
· To be a point of contact for all deliveries, moving items to an appropriate area to keep passageways clear and hazard free.
· To assist in the co-ordination and undertaking of school lettings.
· To ensure that following lettings, the site is suitable for school use.
· To attend daily meetings with the Facilities Manager to agree planned works and tasks for the day and report back on previous day and attend regular operations meetings with the Operations Director and wider team.
· To manage and respond to issues relating to the schools Health and Safety Policy, Fire Risk Assessment and Evaluation Plan. Promote school procedures, reporting any concerns to the Facilities Manager or Operations Director.
· To ensure compliance to self and others in line with the schools Health and Safety Policy, personally contributing to an environment that welcomes diversity and respects individuals.
· To promote and ensure the Health and Safety of all pupils, staff, and visitors at all times.
· To undertake record keeping for all areas of work and monitor records to recommend appropriate actions.
· To maintain compliance, maintenance, and other relevant records in the school compliance system.
· Undertake daily and seasonal running maintenance of the site and equipment, inside and out, as required including changing light bulbs/lamps, clock batteries, clearing drains and toilets, filters, and any other routine maintenance tasks.
· Conduct routine inspections of the buildings and the site and advise the Facilities Manager or Operations Director with regards to required repairs and emergency actions.
· Undertake internal and external maintenance both reactive and planned and repairs as needed or directed by the Facilities Manager or Operations Director for example: decorating, minor plumbing, installing noticeboards, fixing doors, clearing gutters and drains, painting, handyman tasks (list is examples and not exhaustive).
· Under the direction of the Facilities Manager work within the agreed annual maintenance plan and the daily and weekly maintenance priorities.
· Identify daily and weekly maintenance priorities and ensure work completed to required standard and within appropriate time scales.
· To ensure buildings are safe, services are running and fit for use each day e.g. heating & lighting.
· Undertake minor cleaning duties in event of spillages, breakages or spillage of body fluids in the prescribed manner.
· Undertake grounds maintenance including gardening, grass cutting, strimming, litter picking and ice and snow clearance, salt/sand/grit spreading.
· Distribute items received by the school including collection and dispatch of goods in timely fashion.
· Use equipment and tools such as drills, electric saws etc. as required in a safe and compliant manner.
· Setting up and moving of furniture, equipment and other items.
· Physical work with bending, lifting and working at heights.
· Ensure that all allocated equipment and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse.
· Preparing for and ensuring weekly waste collections are completed.
· Monitor supplies and report to Facilities Manager.
· Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.
· To ensure appropriate safety, cleaning and work signs are displayed.
· Keep all site storage areas clean and tidy.
· Conduct site induction for new starters as well as identifying and reporting to the Facilities Manager any specific specialist training for staff e.g. COSHH, working at heights, ladder training, manual handling etc.
· To manage the use of the school’s car parks for events and functions.
· Assist the Facilities Manager in producing a Maintenance Development Plan in which short, medium and long terms priorities are identified and costed.
· Complete regular site walks to ensure site and learning environments do not have graffiti, clocks work and areas look professional.
· Provide information and advice to the Facilities Manager and Operations Director on a range of buildings and grounds issues to enable the Facilities Manager and Operations Director to take appropriate action.  This will include obtaining advice from contractors and outside agencies.
· Support the Operations Director with investigating and planning school improvement projects and CIF bids.
· Ensures that the physical school environment is maintained to a standard that allows the school to function on a daily basis, updating, advising and making recommendations with regards to the operation of the site.
· Manage any Groundsman and Grounds Maintenance Contractors and oversee the presentation of the schools’ grounds taking remedial action where necessary.
· Oversee and liaise with contractors whilst on site to ensure completion and quality of work along with the contractors’ safety and that of staff and pupils in maintained and that disruption to the daily routine of the school is minimised.
· Liaise with contractors whilst on site ensuring that work is completed in line with the specification and to the required standard. Take appropriate action to resolve problems, involving the Operations Director when agreement cannot be reached.
· Liaise with Operations Director, and other staff to ensure that all works are carried out with minimal disruption.
· Assist in managing the Cleaning Team through the Cleaning supervisor and monitor cleaning standards in school
· Assist in ensuring the general presentation of school grounds in line with standards agreed with Headteacher and take appropriate remedial action.
· Assist in the management and maintenance of the school minibuses, ensuring that all maintenance checks are carried out and remedial action is taken where necessary to ensure the safety and security of the students and staff using the minibus.  Keeping records of authorised minibus drivers and notifying the Operations Director of expiry of minibus driving qualifications.
· Oversee the waste management and control of pollution for the premises, ensuring that waste is collected in a timely manner.  
· Ensure that all allocated equipment and materials are stored safely and securely in order to prevent unauthorised access and potential accidents/misuse.
· Ensure that all records and associated paperwork are complete in line with the schools requirements and to meet processing deadlines.
· Perform duties in line with Health & Safety rules and to take remedial action where hazards are identified. Where hazards are serious report to line manager immediately.
· Maintain confidentiality at all times.

Others:
· To attend staff briefings and meetings.
· To participate in INSET and undertake training as required.
· To participate in Staff Appraisal and absence management meetings.
· To undertake a thirty minute duty each week.
· To keep up to date with relevant legislation including Health and Safety and Control of Substances Hazardous to Health (COSHH).
· Attend training courses as required.
· To maintain confidentiality.
· Any other duties as the Headteacher may reasonably request.

	Specific areas of responsibility allocated may be changed from time to time to provide ongoing professional development and in the light of the changing needs of the school.  Any major change in the manner and scope of responsibilities mentioned above will be agreed in negotiation between the holder and the Headteacher.
I have read the Job Description and agree to all the terms and conditions set out. I also agree to comply with all School Policies, Child Protection and Health and Safety regulations.  I understand that this Job Description is not an exhaustive list and I agree, when required, to undertake any reasonable request made by the Leadership Team.


	Name:

	Signature:

	Date:
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