
 

 

 

 

CO-OP ACADEMY NORTH MANCHESTER 

 Site Assistant 

Salary Grade 3 - £24,404.00 to £25,183.00 

Permanent full time AYR 35 hours per week 

We are seeking an enthusiastic site assistant to join our existing site team. You will enjoy working in a busy 
environment with the ability to work within an established team. This post would be suitable for a person 
with a general building maintenance background or skill set. The post holder will be required to support 
the effective running of the academy and the leisure facilities which are open in the evenings and at 
weekends. 

Working on a rota within a shift pattern, you will provide an efficient and effective service as part of the site 
team. The role requires a variety of skills including excellent interpersonal skills, good organisation, an 
ability to be self-motivated, an excellent communicator and the ability to use IT as part of your work. You 
will be dealing with a range of stakeholders and members of the public within this role and will be 
representing the academy at all times.  

The academy is situated in North Manchester and is set in nine acres of land. Built in 2012, the academy 
boasts a range of state of the art facilities including a 3G pitch, a fitness suite, a cinema and a multi-tiered 
auditorium. The academy is a good school (Ofsted 2024) and is part of the Coop Academies Trust which is 
a leading Trust within the North West. The Trust is sponsored by the Coop Group and has the Coop’s 
values at the heart of all that it seeks to achieve. There are a number of benefits which come from working 
for the Trust which all employees are entitled to access. 

Job Description: duties and responsibilities 

● To assist the site manager in the daily tasks within the site including, refuse removal, general repairs 
and maintenance, plant and vehicle maintenance, leisure bookings and lettings 

● To undertake any repairs that are within the Post holder’s abilities and within the health and safety 
criteria, set out by the academy 

● To supervise the goods inwards procedure including arrangements for the security and distribution 
of deliveries and to support the maintenance of an effective assets register 

● To support the site team when general joinery or plumbing skills are required  
● The ability to use an online customer service software tool that provides help desk support for all 

academy staff on site 
● To assist, support and deputise for the site manager and to ensure the effective organisation, 

supervision and availability of site staff are consistent with the needs of the academy 
● To ensure that all external contractors are aware of and observe relevant safety legislation and work 

in a manner consistent with the needs of the academy 
● To work on occasion with the cleaning team and to contribute to the hard floor and surface cleaning 

regime within the academy 
● Safe preparation of the sports venue, cleaning and control of all facilities, e.g. changing rooms, 

erection of sports and other ancillary equipment. 
● To assist in whole academy functions and events 

 



● To be part of the rota system (key holder) with regard to early open/late night/weekends To be able 
to provide occasional additional hours when required 

● As part of a team, attend meetings and make suggestions in developing and reviewing the team’s 
progress of policies and procedures 

● To ensure safety and control of customers in accordance with the academy policies and other 
relevant procedures as provided, to prevent injury, misuse and damage to facilities and equipment 

● To carry out patrols both inside and outside the building and report any breaches of conduct or 
safety to the Facilities Manager/Principal 

● Deputise for the wider facilities team to promote the smooth running of the academy  
● To become a first aid trained member of the team and be willing to drive the academy minibus 

following the correct training. 
● Be aware of and comply with policies and procedures relating to child protection, safeguarding, 

equal opportunities, health and safety, confidentiality and GDPR, alongside other key policies, 
reporting any concerns appropriately 

● Carry out all duties with regard to the academy policies, and those of the trust in order that the 
values and vision are reflected in all you do 

● Set high expectations of conduct whilst acting as a good role model for others 
● Participate in training and other learning activities as required and to participate in appraisal and 

professional development 
● Any other duties that are reasonably requested by the Principal 

 

How to Apply 

The application link can be found on our website. 

The closing date for applications is 9am on Monday 17th March 2025 and successful candidates will be 
invited to attend an interview week commencing 24th March 2025 

 

Co-op Academies Trust as an aware employer is committed to safeguarding and protecting the welfare of 
children and vulnerable adults as its number one priority. This commitment to robust recruitment, 
selection and induction procedures extends to organisations and services linked to the Trust on its behalf. 
This post is subject to an enhanced DBS check.  We value variety and individual differences, and aim to 
create a culture, environment and practices at all levels which encompass acceptance, respect and 
inclusion. All our colleagues are expected to demonstrate a commitment to co-operative values and 
principles. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Person Specification – Site Assistant 
 
  Essential Desirable 
Qualifications  
and  
Experience 

Minimum educational qualifications including maths 
& English GCSE at grade C or above 

✓  

A level/H grades or BTEC/SQA – national 
qualifications in sports or leisure 

 ✓ 

City and guilds Joinery  ✓ 
City and guilds Plumbing  ✓ 
Recognised engineering qualification  ✓ 
Experienced painter and decorator  ✓ 
City and guilds Plastering  ✓ 
Good numeracy and literacy skills ✓  
First aid qualification  ✓ 

 Health and safety qualifications  ✓ 
Knowledge and 
Skills: 

Computer literacy and administration skills  ✓ 
A proven track record of general building and repairs 
skills 

✓  

High level of interpersonal and communication skills. 
Ability to work closely with customers, staff, pupils, 
parents and other stakeholders 

✓  

Full driving licence and willingness to drive minibus  ✓ 
A high degree of organisational ability; there is a 
need to be versatile, to be good at working under 
pressure 

✓  

A working knowledge of  Google suite   ✓ 
Customer service skills including friendly, outgoing 
personality with an understanding of customer 
services 

✓  

Ability to self-evaluate learning needs and actively 
seek learning opportunities/CPD 

 ✓ 

Excellent record of health and attendance  ✓  
 Basic understanding of health and safety 

requirements, COSHH, PPE.  
 ✓ 

Personal 
Attributes: 

Reliable, responsible and trustworthy  ✓  
Holds high expectations of themselves and others ✓  
Committed to professional development  ✓  
Commitment to grounds maintenance ✓  
Excellent timekeeper ✓  
Ability to work flexibly to meets the needs of the 
client base and wider school 

✓  

A positive disposition, calm, conscientious, good 
listener and enthusiastic 

✓  

Commitment to the academy vision and values and 
those of the Trust 

✓  

 

 

 

 


