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JOB DESCRIPTION

Job Title:


Estates Assistant 


Line Manager:

Site Supervisor
Pay Band:
Band C points 14 – 15 
JOB PURPOSE
To ensure the provision of a safe learning/working environment for staff, students, and visitors by maintaining a visible presence on site, challenging unknown persons, and maintaining safe access and egress of all College buildings.
Attend to specific housekeeping/maintenance duties daily.

All staff have a responsibility for safeguarding and promoting the welfare of children, young people, and vulnerable adults.

SPECIFIC DUTIES

1. Maintain safe access and egress to all College building by effective patrolling both internally and externally to ensure security.
2. To be responsible for securing the building(s) at the end of the day, when on duty. (Locks and alarms)

3. Always maintaining a visible presence whilst on site.

4. Challenge unruly behaviour.
5. Stand by to attend any first aid requirements.

6. Carry out daily litter pick and empty all external bins.

7. Deliver parcels left in the post room to their end user.
8. Ensure all entrances are clean and free from rubbish, cigarette ends and chewing gum.

9. Empty recycling bins at least once per week.
10. Set up rooms (conference and teaching/exams) ready for the next working day.

11. Check all lighting and replace any bulbs/tubes as appropriate.

12. Attend to any estate’s issues requiring immediate attention such as spills and emergency repairs.
13. Always ensure a high level of customer care.

14. Report/deal with matters pertaining to health and safety, defects, and hazards.

15. Positively contribute towards the estates team’s working practices and methods of work.
GENERAL DUTIES

· Work flexibly to meet College requirements. 

· All members of the estates team will work flexibly to ensure that there is an estates presence at the Arts campus on Saturdays.

· All members of the estates team will work flexibly to cover the opening and locking up of all buildings across both campuses, ensuring that there is an estates presence when students are on site for evening classes and events.

· All members of the estates team will work flexibly to provide cover for any College functions - this may also require occasional weekend presence for events/functions.

· Whilst staff will be expected to carry out tasks which make best use of their “specialism” (such as plumbing, carpentry, horticulture and electrical) all staff will be expected to carry out general tasks as appropriate to maintain the standards of an “outstanding” college.

· All estates staff will engage in tasks which are required to be carried out daily such as litter picking, sweeping up, system checks, College walk about to identify any issues or potential issues. The list is not exhaustive.

· Particularly during holiday periods, the estates team will be required to carry out projects as identified by both them and by management.

· Be part of the College’s team of qualified first aiders and assist with any incidents.

· Comply with all College policies and procedures.  Within these boundaries, staff are expected to use initiative to resolve problems and address issues.

· Ensure the quality standards and performance measures applying to the area of work are met and facilitate continuous improvements in all aspects of the post.

· Maintain a safe environment by working within Health & Safety guidelines and being aware of your responsibilities for health and safety.

· Value diversity and promote equal opportunities.

· Comply with an agreed dress code appropriate to the job role and the tasks to be completed.

· Participate in Performance Management and Professional Development activities as required. Undertake further training as needed to ensure up to date knowledge and implementation of best practice.

· All Kendal College employees are expected to act as ambassadors for the College and promote the organisation and its services positively.

· Undertake any other duties and tasks appropriate to the grade and character of work as may reasonably be required.  

The details contained in this job description reflect the content of the job at the date the job description was prepared.  However, over time, the nature of individual jobs inevitably changes; existing duties may be lost, and other duties gained without changing the general character of the duties or the level of responsibility entailed.  Consequently, the College will expect to revise this job description from time to time and will consult with the job holder in so doing.

PERSONAL SPECIFICATION

POST:

ESTATES ASSISTANT
	As a college employee you will be expected to embrace College values and implement College policies and procedures by: -
· Seeing learners as our priority

· Embracing equal opportunities and respecting diversity

· Working co-operatively with colleagues

· Respecting and valuing the work of all our stakeholders

· Striving for continuous improvement

· Adhering to College policies and procedures
· Promoting the welfare of children, young people and vulnerable adults



	ATTRIBUTES
	ESSENTIAL
	DESIRABLE

	Qualifications
	First Aid Qualified – or willingness to obtain. 

	A-C grade in English and Maths

Fire warden training

Manual handling certificate

Forklift truck driver certificate

Certificate(s) in dealing with/managing people

	Experience
	
	Experience of working in a similar position

	Knowledge and Skills
	Well presented and able to communicate with staff and students at all levels.  
Ability to use initiative and be assertive in the appropriate situation.
Demonstrate ability to carry out DIY and maintenance.
Full clean driving license.

	


Essential requirements are those without application will not normally be considered for appointment.
