WELCOME TO ST MARYS

Welcome to St Mary’s School
St Mary’s is a vibrant, independent school for girls aged from 3 to 18 years, conveniently located for
the M40 and M25, and a five minute walk from Gerrards Cross station (25 minutes from London
Marylebone). Founded in Paddington in 1872, the school moved to its present site in 1942. It is a
happy, academic environment, with relatively small classes of around 16-18, in which girls thrive.
Examination results are excellent and nearly all of Sixth Form students go to their first choice of
university.
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THE ROLE

The Role
SITE ASSISTANT
The Site Assistant shall provide an efficient, effective, healthy and safe range of Site Management
Services. This will include responsibility for the proper cleaning, monitoring of cleaning standards,
maintenance and security of the School premises and facilities and any other duties arising from the
use of the premises. Reporting directly to the Site Supervisor and to the Senior Management Team of
the School.

RESPONSIBILITIES OF SITE ASSISTANT
These include the following but are not exhaustive
•

Ensure that all repairs requested by staff or noticed by site team are logged and actioned. If
external contractors needed this must be approved by the School Bursar and purchase order
raised.

•

Ensure all firefighting equipment: Extinguishers / Fire Doors are checked weekly and remain fully
operational. Report any defects to Site Supervisor.

•

Site security including opening/closing routines and alarm setting. This may include securing site
after evening and weekend lettings if requested to do so.

•

On site Caretaker will usually have responsibility for securing and opening the School site

•

Porterage duties – ensure that all deliveries are removed promptly from reception that day and
distributed as directed by the Admin Office.

•

Set up halls and other areas for events, assemblies, public examinations and other events as
directed.
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THE ROLE

•

The onsite Caretaker has responsibility for the Maintenance and servicing the school minibus fleet
ensure that it is safe and diesel, oil and water are full. Ensure that staff are recording usage in the
vehicle logbook and the vehicle is clean and tidy between trips.

•

When requested to attend School functions to assist when required, if this is out of hours or
weekend working, time off in lieu will be allocated and must be authorised first.

•

Each day the school must be monitored for defects and repairs and all reported issues acted upon.

•

Ensuring site is clean and safe for staff and students including all toilets fully stocked and clean
throughout the school day.

•

Ensure that Health and Safety is maintained in all aspects for which they have responsibility. The
Site Assistant will be trained in all aspects of Buildings and Site Management, Health & Safety, Risk
Assessment and Contractor Management, if applicable and under instruction and guidance.

•

Participate in the school’s performance management and appraisal arrangements.

•

The duties of the post may vary from time to time without changing the general character of the
duties, or the level of the responsibilities involved.
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MAIN DUTIES

Main Duties
•

SECURITY OF PREMISES
Ensuring that overall site security is maintained and that the buildings are available for
authorised use. Buildings must be checked on a regular basis: Doors/ Windows/ Alarm systems

•

MAINTENANCE OF SITE
Site team MUST be vigilant and ensure that any damage or potentially dangerous issues are
identified and dealt with immediately. If they are unable to affect repairs they should make the
area safe including cordoning it off and using suitable warning signs, so that students, staff and
the public are not at risk. Under authorisation from School Bursar external contractors may be
engaged and site team must supervise to ensure that works completed to appropriate standard.
To undertake all minor repairs and maintenance work to an agreed standard, to monitor all
areas to be proactive in repairs, cleanliness, tidiness and maintaining the school to a safe level.

•

SAFEGUARDING OF PUPILS
No contractors or other persons should be allowed on site unsupervised during the school day.
Only in exceptional circumstances should contractors be in school during term time and they
must be supervised by Site Team. The School Bursar / Site Supervisor have a list of approved
contractors who should be used should the need arise.

•

CLEANING OF THE PREMISES
To communicate with Contract Cleaners any issues, to make sure all areas of the School are
cleaned to a high and accepted standard, report to Reception any areas of concern.
The Site Team will also carry out their own cleaning as per the School’s instructions and within
any areas as requested, Site team must monitor all areas during the day, and make sure all areas
are cleaned and sanitised.
The Site Team is also responsible for ensuring that the outside areas are maintained including
weekly cleaning / Leaf clearing/ all pathways and drives/ Litter is to be picked up during the day
and litter bins regularly emptied.
All toilet areas are to be checked regularly each day: hand soap / towels and to check for any
damage or wear and tear.

•

CLERICAL DUTIES
The Site Team will be expected to undertake some clerical duties in relation to the work they
are performing, weekly outline reports to their Line Manager who will then report to the
appropriate department.

•

MISCELLANEOUS DUTIES
The Site Team will be expected to assist with porterage duties and undertake other general
miscellaneous duties, moving all deliveries to the designated person or department, or into
general storage.
The Site Team will undertake duties to ensure the smooth running of the school in the event of
the onsite caretaker being unavailable due to sickness or absence.
The Site Team will carry out any reasonable instructions given by the Line Manager, the
Headteacher or member of the SLT so as to allow for the efficient running of the school.
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WHY WORK AT ST MARY’S SCHOOL?

Why Work at St Mary’s School?
At St Mary’s we are seeking dedicated and enthusiastic members of staff, who are keen to prioritise
the girls’ well-being and happiness at all times. We are looking for those who enjoy working as part
of a team, and who appreciate the importance of the girls’ all-round experience at school. We are
hoping that the girls will become life-long learners, always keen to undertake new challenges and
learn from their experiences, and St Mary’s has the same wish for its staff; the school provides support
and training to facilitate your professional development if needed. All members of staff at St Marys
enjoy strong and meaningful relationships with the girls, characterised by mutual trust and respect.
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CANDIDATE SPECIFICATION

Candidate Specification
•

Knowledge and Skills
•
•
•
•
•
•

•
•
•
•
•

Right to work in the UK.

The post is subject to an enhanced
Disclosure and Barred Service check,
which the school will arrange.
Commitment to the safeguarding and
welfare of all students.
Demonstrates they have a genuine
reason/desire for working with
children.
Personal fitness, stamina and energy
including a good attendance record.
Can demonstrate in a series of
practical exercises that they have all
the necessary attributes to complete a
range of manual tasks including
setting up chairs in hall; porterage and
cleaning duties.

•

•
•
•

Willing to train in all school aspects,
such as COSHH, Manual Handling,
Working at Height.
Able to identify issues and remedy
without direction for Site Supervisor in
a timely manner.
Motivated, self-starter who can work
with minimal direction.
Able to follow instructions and
complete tasks to highest standard.
Follows procedures and policies.

Well organised; able to prioritise
conflicting tasks
Works well under pressure; can
demonstrate with examples
Relevant work experience
Confident undertaking basic repairs
around the school site with relevant
personal experience.
Willingness to learn and understand
Health & Safety regulations in the
workplace.
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PACKAGE + SAFEGUARDING + HOW TO APPLY

Package
Salary:
Hours:
Start:

£20,000
Full-Time
Immediate

Safeguarding
St Mary’s School is committed to safeguarding and promoting the welfare of children and young
people in its recruitment and selection of job applicants. The school expects all staff and volunteers
to share this commitment and be willing to undergo checks with the Disclosure and Barring Service.

How to Apply
Please complete an application form which can be obtained from the HR Administrator at
hradmin@st-marys.bucks.sch.uk or from our website www.stmarysschool.co.uk
Early applications are advised as the School reserves the right to appoint at any stage during the
application process. Completed application forms and cover letters must be emailed to hradmin@stmarys.bucks.sch.uk
You will also be asked to provide documentation confirming your identity and qualifications.
There is no need to visit St Mary’s before applying, as the school website contains plenty of information,
photos and all the school’s policies. However, if you’d like to see the school in person, you are most
welcome to arrange a visit. Interviews will, of course, include a tour. All applications will be
acknowledged and interview dates are provided below. References will be requested for all those
invited to interview.
Closing date for applications: 9.00am Wednesday 31st August 2022
Interview date: To be agreed.
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