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Job Description 
Job Title:

Compliance Assistant

Department:

Maintenance


Accountable to:
Building Services Engineer
Responsible for:
No direct reports
Purpose of the job:

Safe and efficient delivery of Compliance related work on Stowe School properties and in the grounds. 

Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 770 pupils. There are around 400 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 100,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
· To carry out all work in accordance with best trades practices and in accordance with all relevant Statutory rules and regulations and the School’s Health and Safety policy. 
Key Tasks:
1 To carry out compliance related work as directed to all the school’s properties.  Work to include but not limited to PAT testing, Fire extinguisher checks, Emergency lighting tests, Legionella temperature and cleaning checks, as examples which relate to the Statutory Regulations required to be adhered to.
2 Investigate compliance issues and rectify or report on to the Head of Estates or Engineering Manager.
3 Adhoc duties which could be related to handy work, assisting other trades with their tasks such as helping the glazier with removing doors or windows as an example.

4 To ensure the working area is kept clean and tidy in consideration of the School environment.

5 To ensure the working area, workshop and stores are kept clean and tidy.

6 To provide assistance to other trades and members of staff as directed by the Engineering Manager or the Maintenance Supervisor.

7 To ensure workshop tools, equipment and machinery are periodically oiled, adjusted and maintenance in accordance with the manufacturer’s instructions. Report any faults or defects with School equipment to the Building Services Engineer or Maintenance Supervisor.

8 To use School vehicles in a safe and reasonable way, always ensuring the safety of vehicle users and others. To check that fuel, oil, water, lights and tyres of School vehicles are in working order prior to use and to ensure vehicles are left clean after use. Any faults or accidents to be reported immediately to the Building Services Engineer or Maintenance Supervisor.
9 To respect the surrounding and adjacent buildings and their fabric and finishes and       ensure that the effect of the work is minimised on the other occupants of the School.  Additionally, when leaving the works during the day and at the end of the working day, to ensure that works are left safe to ensure that other users of the building, including pupils, cannot be harmed by the building works.

This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.

Date agreed:  July 2019
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Experience working in a business environment with experience of health and safety requirements


	· PAT Test qualification
· General knowledge of working in residential properties and/or knowledge of electrical and Plumbing systems
·  IOSH or NEBOSH General Certificate



	Specialist Skills & Experience
	· Knowledge of residential property maintenance                     related health and safety regulations and practices

· Knowledge and experience of working with water systems


· Knowledge of Legionella Regulations and Legislation

· A sound knowledge of general maintenance practices

	

	Personal Qualities
	· Good communicator both oral and written

· Excellent team player


· Collaborative and flexible approach

· A positive attitude
· Professional and strives for excellence

· To be physically fit and agile

· Willingness to undertake a range of jobs as requested by the Building Services Engineer or the Maintenance Supervisor
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