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EMPOWERMENT

Demonstrate trust
Support self-
improvement
Recognise and reward
Encourage autonomy

EMPATHY

Listen and listen again
Recognise perceived
differences without
judgement

Respect confidentiality
Show kindness

RESPECT

Be inclusive and
considerate of all
Celebrate achievements,
effort and diversity

Be trustworthy, open and
reliable

Challenge inappropriate
behaviour

INTEGRITY

Say what you do and do

what you say
Communicate openly,
honestly and clearly
Take responsibility

for own actions and
behaviour
Demonstrate
commitment to college
values

INNOVATION

Take calculated risks
Share and learn from
others

Lead and implement
Change

Explore technology and
new ideas

COURAGE

Never give up
Demonstrate a can-do
attitude

Be self-evaluative and
reflective

Step forward when
others do not
Challenge effectively
and respectfully

-HAVIOURS: ENRICH

ER LI C H

HIGH STANDARDS

Promote positive
behaviours

Always strive to improve
Be supportive and
challenging

Give your best
Demonstrate drive and
energy




Job Summary Assistant Site Supervisor





Team:

Facilities 

Salary:

Starting salary - £22,593 with progression up to £23,298 per annum
Job Summary
Newham Sixth Form College (NewVIc) is London’s largest sixth form college. It is a vibrant centre for sixth form education with the great majority of students coming from our local schools in Newham. NewVIc’s mission: Enhancing lives through excellent education and learning. NewVIc’s vision: The first choice college for enhancing the lives of students in partnership with parents, employers, and community.
[image: image2.jpg]



At NewVIc we strongly believe in team working, and see this as one of the reasons for our success. We believe in promoting a safe working environment and we strongly encourage all staff to take part in this. This role requires you to be flexible and for you to be able to work at your own initiative.  
We have a vacancy for a permanent, full time Assistant Site Supervisor with in our Facilities Team. The work is varied and sometimes challenging. We are looking for someone with maintenance and handyperson skills. At all major college events the facilities team play a major role from ensuring college security, setting up rooms and spaces and for ensuring the safe access and egress for students, staff, visitors and guest.
We also have a strong commitment to equality of opportunity and valuing diversity with an expectation that these values are upheld and promoted by all staff.

A full job description for this post is attached to give you more information.
Closing date:     12 noon on Monday 30 November 2020
Vacancy ID:       OP/16
	Application process:
	Candidates are longlisted on the basis of their written application and the extent to which they meet the standard criteria.  You are advised to ensure that you use your supporting statement to indicate the extent to which you meet each of the criteria in the person specification below.

The selection day usually starts with a briefing on the post and the college.  You may also be asked to complete a short written activity, take part in an observed group activity and/or a practical activity.

Following these activities the selection panel decides which candidates to take through to interview, usually on the afternoon of the same day.

	Application Form:
	To apply for this vacancy please complete the application form available from www.fejobs.com or https://www.newvic.ac.uk/jobs.  Applications can be submitted on-line emailed to jobs@newvic.ac.uk . 
 


Job Summary for Assistant Site Supervisor

Reports to:     Facilities Manager

Specific Technical & Communications Responsibilities

These duties form the core tasks that you will undertake, each will have several elements that will be broken down further by your line manager as appropriate. 
1. To undertake planned and unplanned maintenance of the premises, buildings, their non-curricular contents and grounds; and advise the Site Supervisor (or other facilities personnel) of works completed and the possible need for contract services.

2. To assist in the overall security arrangements of the premises, ensuring that staff are aware of the College’s procedures and guidance on security and the use of alarm systems, that there is an appropriate system of key holding management, that periodic reviews of site security are conducted and that agreed action is followed through.

3. To respond to security matters that directly affects/threaten students, staff or the safe operation of the college in accordance with College guidelines.  

4. To be responsible for the security of the premises during weekend letting.

5. To comply with Service Level Agreements (SLA’s).

6. To contribute to the monitoring and regular review of all major contracts and services provided to the establishment.  

7. To ensure the safe and efficient operation of all mechanical, heating and water services on the premises. To take appropriate action to ensure and monitor proper and safe levels of lighting, heating and ventilation.

8. To maintain the premises in a safe and healthy condition, monitor and advise on the need for maintenance/renewal of fire, first aid and other emergency equipment, the safe storage of any potentially harmful materials and appropriate and effective sign posting.

9. To assist line managers in the preparation and completion of risk assessments.

10. To assist in the operation of administrative systems for ordering stock, and undertaking stock checks within the post holder’s area of responsibility.

11. To ensure that appropriate arrangements are made and records maintained for authorised users of the site facilities and buildings; to manage and operate systems of staff cover for lettings and other out of hours use of the premises.

12. To work on own initiative particularly during school holiday periods and in emergencies, taking all necessary action to ensure the security and maintenance of the premises/site and provide appropriate information to senior management as required.

13. To ensure the movement of furniture, supplies etc. as required and to arrange for access to the site by authorised persons.

Team Responsibilities
A strong sense of communal working and shared responsibility is vital in ensuring that a consistent service is provided by the Facilities Team.

1. To work with the team to ensure that all college events and achievements are carried out efficiently.

2. To ensure the effective and efficient planning and delivery of the website and intranet features and materials. Establishing clear deadlines for the provision of materials.

3. To produce reports on the college’s maintenance for college managers and governors as required and advice college managers on development, contributing to and implementing agreed strategies.

4. To proactively contribute to the development of college communications in liaison with the Facilities Manager to ensure information remains targeted, relevant and up-to-date.

5. To engage with students and staff as appropriate to obtain feedback on all current issues which can then be used for future development of the Site.

6. To provide cover and support to colleagues within the team during periods of absence and annual leave, as appropriate to the role.

7. To attend the regular team and Site management meetings.

8. To undertake training/skills updating as commensurate with the post.

Additional Responsibilities
These additional responsibilities apply to all NewVIc staff.

1. To deal with all visitors in a courteous and friendly manner, dealing with any enquiries, suggestions or complaints swiftly and appropriately and referring issues to local management as necessary. Thereby assisting in the promotion and maintenance of excellent customer relations.

2. To work flexibly according to the demands of the service and to perform such other duties, within the competence of the postholder, which may be reasonably required, from time to time, including work outside of normal hours.

3. To act as an ambassador for the College in all dealings with staff, students and members of the public.

4. To work flexibly according to the demands of the service and to perform such other duties, within the competence of the postholder, which may be required, reasonable, from time to time, including work outside of normal hours.

Please note that the post holder will be expected to carry out other duties which may arise from time to time and which may reasonably be expected to fall within the grading of the post

Person specification for Assistant Site Supervisor

The requirements below are all essential to the job so you should demonstrate how you meet them all in your application.

Personal skills
1. Commitment and ability to form effective working relationships with students

2. Team building and leadership skills

3. Well-developed communication and interpersonal skills

4. High professional standards

5. Flexible and adaptable

6. Ability to be proactive, enthusiastic and self-motivated

7. Ability to work with minimum supervision

8. Ability to work as part of a team

9. An understanding of the practical implementation of health & safety procedures within this role

Qualifications and/or experience

10. Previous experience working in a facilities team

11. Building maintenance experience
12. Grade C or higher in English and Maths GCSE (or equivalent)
13. First Aid Certification (ability to gain or working towards certification)

Attitudes:

14. Commitment to NewVIc values. 

15. Commitment to high quality post-16 education and training.

16.  Commitment to equality and diversity.

17.  Commitment to the support of students to maximise the opportunities available at NewVIc.

Other information

Health and Safety - all employees must comply with the requirements of the Health and Safety at Work Act 1974 and affiliated regulations. Employees are also required to comply with the college’s Health and Safety Policies and take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions. Where the college has a statutory duty with regard to health and safety employees are required to co-operate with the college and its managers and officers so far as is necessary to enable the college to meet that duty. This includes using equipment in accordance with training and instruction and the reporting of serious dangers to your own or others’ safety.

Equality – the post holder must be committed to the college’s Equality and Diversity Policy and advancing equality through our Equality Objectives.

Performance – the post holder will be required to participate in performance reviews and undertake a plan of training where necessary.

Confirmation of appointment is subject to a satisfactory 10-month probation period.

The post holder will be required to adhere to College policies and procedures.

In addition to the responsibilities listed above, all employees must be adaptable in their approach and undertake other duties that are commensurate with potholder’s level, wherever they may be, to achieve the objectives of the College.

This post is based at Prince Regent Lane but the post holder may be required to move their base to any other location within the college at a future date.

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff to share this commitment.

The post holder will be required to undertake a disclosure and Barring Service check. Criminal convictions will only be taken into account when they are relevant to the post.

Further Information

· The college operates a smoke-free policy and the post-holder is prohibited from smoking in any of the college's buildings, enclosed spaces within the buildings, and college vehicles.   Staff will not be released for a break that is specifically for smoking.
· NewVIc supports the professional development of its staff.  The strong team culture in the college provides a stimulating environment in which to develop your skills.  Development needs are discussed during the appraisal process and there is a generous budget for staff development requests that support team and college objectives.
This post is eligible for membership of the Local Government Pension Scheme.
	· Useful websites:
NewVIc

www.newvic.ac.uk
The college’s own website.

Newham Council

www.newham.gov.uk
The website of Newham Council.

https://www.gov.uk/
The website for the Government services and information
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