[bookmark: _GoBack]
JOB DESCRIPTION

	POST TITLE:
	COMMUNITY ASSISTANT 

	GRADE:
	Grade A - SCP 3 

	REPORTING RELATIONSHIP:
	COMMUNITY DEVELOPMENT OFFICER

	JOB PURPOSE:    

	TO ASSIST IN THE PROVISION OF COMMUNITY SERVICES



MAIN DUTIES/RESPONSIBILITIES

Post holders working to this job description / profile may undertake any of the following main duties and responsibilities.  


1) To check the booking system for shift activities and timings.  

2) To check the answer machine and emails for messages and respond to enquiries accordingly.

3) To undertake preparations required for scheduled activities and customer arrivals, which may include (list is not exhaustive):

a) Unlocking facilities and switching on lights as appropriate, checking facilities are ready for the purpose of the activity
b) Sweeping the floors as appropriate and collecting up any debris/items which may cause a hazard to prevent trips, slips and falls. 
c) Prepare rooms or facilities with equipment ready for specified activities and customer requirements
d) Checking of equipment to ensure it is safe to use, raising any concerns to the Community Development Officer in accordance with the Schools Risk Assessment
e) Checking of bins, including 3G and grass pitch bins, empty and replacing bin bags as required. 

4) To walk around hired sporting/activity facilities, being a presence in the building and visible to customers in the corridors, hired areas, car parks etc. 

5) Provide excellent customer service, covering the reception desk and ensuring all signing in requirements for customers are complete and accurate.  Answering of the telephone as per King James I Academy protocol. 

6) Take bookings and payments (cash or electronic card machine - as per written finance and booking policies.

7) Conduct regular checks on the environment during walks and ensure it is neat and tidy in all areas as per induction, ensuring all Health and Safety checks are undertaken.  Any issues or concerns should be dealt with appropriately and immediately or raised with line management as appropriate and not left unaddressed

a. Minor concerns which cannot be addressed during a shift period should be passed to the Community Development Officer  promptly via email or telephone call. 
 
b. Major/Emergency concerns should be notified to the Community Development Officer  as soon as practicable and/or raised with the appropriate school department. 


8) To manage untoward incidents or concerns effectively to resolve issues in a timely manner, seeking support and guidance from the Community Development Officer  or their deputy in their absence if necessary.  Ensuring the correct documentation is completed in respect of unusual occurrences such as a complaint or first aid emergencies etc where practicable and passed to the Community Development Officer . 

9) To complete all administration and financial documentation in full and in line with Community Procedures. 

10) Conduct final checks at the end of each shift, ensuring the facilities used are the correct standard and as they were at the beginning of the shift. 

11) To follow the lock up procedure as inducted to ensure the building is locked and securely alarmed.  Key holder will be responsible for the security of the Rawe building after school hours

12) Identified training in respect of Health and Safety and Safeguarding must be attended and completed, as well as any other training deemed necessary by the Headteacher and Governors. 

13) To safeguard and promote the welfare of children for whom you have responsibility or come into contact with, to include adhering to all specified procedures.

14) To carry out your duties with full regard to the Academy’s Equality Policy and Race Equality Scheme.

15) To comply with Health and Safety policies, organisations statements and procedures report any incidents/accidents/hazards and take pro-active approach to health and safety matters in order to protect both yourself and others.

16) Any other duties of a similar nature related to the post, which may be required from time to time.


PLEASE NOTE THAT SUCCESSFUL APPLICANTS WILL BE REQUIRED TO COMPLY WITH ALL ACADEMY POLICIES, INCLUDING THE NO SMOKING POLICY.

THE SUCCESSFUL APPLICANT WILL BE SUBJECT TO RELEVANT VETTING CHECKS, INCLUDING A SATISFACTORY ENHANCED DISCLOSURE BEFORE AN OFFER OF APPOINTMENT IS CONFIRMED.  FOLLOWING APPOINTMENT THE EMPLOYEE WILL BE SUBJECT TO RE-CHECKING AS REQUIRED FROM TIME TO TIME BY THE ACADEMY.


The Academy is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment 






KING JAMES I ACADEMY

GENERIC PERSON SPECIFICATION – COMMUNITY ASSISTANT 

	ESSENTIAL

	DESIRABLE

	
	Criteria No.
	ATTRIBUTE
	Stage Identified
	Criteria
No.
	ATTRIBUTE
	Stage Identified

	Qualifications & Education
	E1
	4 GCSE’s or equivalent
	AF/C
	
	
	

	Experience & Knowledge
	
	
	
	D1
D2
	Previous Administrative Experience

Awareness of child protection issues 
	AF/I/R
AF/I/R

	Skills

	E2
	Effective verbal communication skills

	I/R
	
	
	

	
	E3
	Experience of working with a range of people

	AF/I/R
	
	
	

	
	E4
	Ability to maintain accurate records

	AF/I/R
	
	
	

	Personal 
Attributes
	E5
	Participate in development and training opportunities

	AF/I/R

	
	
	

	
	E6
	Ability to abide by Academy policies and procedures 

	AF/I/R
	
	
	

	Special Requirements
	E11
	Motivation to work with children

	AF/I/R

	
	
	

	
	E12

	Ability to form and maintain appropriate relationships and personal boundaries with children/adults

	AF/I/R

	
	
	

	
	E13

	Emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline.

	AF/I/R
	
	
	

	
	E14
	Suitability to work with children/adults

	AF/I/R/D
	
	
	



	Key – Stage identified
	

	AF
	Application Form

	C
	Certificates

	T
	Tests

	P
	Presentation

	I
	Interview

	R
	References

	D
	CRB Disclosure



Issues arising from references will be taken up at interview, all appointments are subject to satisfactory references.
