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Permanent, Part time, 30 hours per week, 
TTO + 1 Week 

Monday – Friday 
12pm – 6pm 

Grade 9, £20,101 to £22,598 (Actual Salary) 

Site Officer 
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The Vacancy 
 
General Information 
 
The following information is provided to assist staff joining the Trust to understand and appreciate the work, content of 
the post and the role they are to play in the organisation.  Whilst every effort has been made to outline all the duties and 
responsibilities of the post, a document such as this does not permit every item to be specified in detail.  Broad headings 
have been used which assume all the usual associated routines. 
 

Site Officer 
Pay Scale 2-3 (Point 3-5) 

Actual Annual Salary £18,065 - £18,795 per annum 
 

We are looking to recruit a Site Officer to join our Premises Department to work alongside the Premises Manager and the 
team on a one week in four rolling shift pattern. 

 
We pride ourselves on our excellent high standards and performance. We are looking for an individual who will contribute 

to a successful premises team who support this ethos. Could you be the person we are looking for? 
 

The ideal candidate will contribute to the smooth running of the school by carrying out a range of caretaking duties 
including security and supervision of the site along with other caretaking duties including general porterage and 

maintenance. 
 

We are looking for someone who is confident, enthusiastic and ideally (although not essential) has a good knowledge and 
understanding of Health and Safety Legislation including all aspects of manual handling.  Full training will be provided.   

 
 
 
  Vision & Ethos 

 
The Trust was set up in December 2017. As a Multi Academy Trust we are fully committed to excellence in all MAT pillars: 
governance, education and business operations. 
 
Zenith understands that the future of the education system relies upon schools/academies and MATs working closely 
together to share best practice, improving each students’ life chances and increasing the capacity of the MAT’s role to 
enhance social mobility. 

 
We work with our growing family of local primary, secondary and teaching schools whilst collaborating with other MATs 
to make this vision a reality. 

 
We endeavour to: 
 

 Provide a quality educational experience for all; 

 Build more flexible capacity to improve standards faster for local children; 

 Work inclusively within our communities embracing the varied localities we serve within our articulated values; 

 Be supportive, share expertise, whilst working collaboratively holding each other to account; 

 Develop the very best leaders of tomorrow on improving education and transforming lives; 

 Ensuring that pre-conditions that enable students to learn are identified and addressed. 

 Provide a coordinated approach to safeguarding, whereby schools fulfil their responsibility effectively. Ensuring all 
professionals’ approach to safeguarding is child-centred. 
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Safeguarding Children & Young People 
 
The Trust is committed to safeguarding and promoting the welfare of children and young people. All staff and 
volunteers are therefore expected to behave in such a way that supports this commitment. Appointment to this post will 
be subject to the following satisfactory pre-employment checks: 

 
 Health 

 Identity 

 Relevant work qualifications 

 Right to work in the UK 

 Barred List Check (previously List 99) 

 Disclosure & Barring Service Check (for all staff and volunteers) 

 References 

 Childcare Disqualification Declaration Check (relevant Primary School posts only) 

 
 
Applications 
 
To apply for the role please download the application form from the vacancy page on 
https://www.zenithmultiacademytrust.co.uk/vacancies/, completed applications should be submitted to 
recruitment@zmat.co.uk.  CV’s will not be accepted without a completed application form. 
 
You must complete the application form fully and give details of all employment, training and gaps in employment since 
leaving secondary school to the present day.  Any additional information, which you wish to bring to the notice of the 
selection panel should be included in your letter of application (supporting statement).  Please ensure you say why and 
how you meet the criteria from the person specification in your letter of application. 

 

Closing Date: 27th September 2020 
 

If you have any queries, wish to discuss the role informally or undertake a visit to the Trust, please do not hesitate to 
contact us via email recruitment@zmat.co.uk or telephone 01702 426707. 

 
Due to the number of applications we receive, it is with regret that we cannot respond to every application, if you do not 
hear from the HR Department within two weeks of the deadline, please assume that on this occasion your application 
has unfortunately not been successful. 

 
We look forward to receiving your application.  
 
 
 

  

https://www.zenithmultiacademytrust.co.uk/vacancies/
mailto:recruitment@zmat.co.uk
mailto:recruitment@zmat.co.uk
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Welcome from the 
CEO 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
Dr Margaret Wilson CBE 
 
 
 

 

 

 

 

 

  

We are a South East Essex Multi Academy Trust, currently comprising three 

secondary schools and one primary school: The King John School in Benfleet, 

The James Hornsby School in Basildon, Castle View School in Canvey Island 

and Laindon Park Primary School and Nursery in Basildon.   

 

We have created a unique bespoke initiative to support young people with 

complex needs who are facing tough circumstances and/or personal 

problems – Zenith Minds.  It is a MAT wide provision that offers child centred 

support tailored to each individual.  This support includes educational 

psychologists, family liaison specialists and counselling services.   

 

As a member of staff within the Trust you become part of a dynamic network 

of staff working to achieve a shared vision for all of our children.  You will 

become a valued member of a small group of schools.   

 

The Trust’s core aim is to ensure that we enhance the life chances of all the 

young people within the Trust to enable them to fulfil their potential and 

achieve the best possible outcomes. This is at the heart of everything we do. 
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Why work for Zenith Multi Academy Trust? 

Thank you for considering Zenith Multi Academy Trust as your potential new employer. 

If you share our commitment to securing transformational change and sustainable school improvement and would like to 

be part of our vision to provide excellence in education, we would like to hear from you.  

In return we can offer you: 

 A friendly trust which looks after the wellbeing of all its staff 

 High performing school settings with excellent facilities 

 Access to high quality and bespoke CPD across the trust 

 A supportive and positive induction programme 

 The opportunity to develop your career with and across the Trust Schools 
 

Staff Wellbeing 

The Trust is committed to providing a working environment and management practices that promote good health and 

wellbeing of all its employees.  The Board of Trustees’ ‘duty of care’ towards employees, legislation and case law, require 

them to manage and safeguard the physical and psychological well-being of the Trust’s employees, the Trust has 

adopted: 

 The attendance management policy and procedure for staff which provides a framework with clear milestones 
enabling managers to effectively manage attendance; 

 The health and safety policy which provides a framework for, and measurement of, safe places to work; and 

 The staff wellbeing policy which focuses on obligations supporting staff’s health and wellbeing. 
 

The wellbeing and training of our staff are seen as critical in creating the most effective and talented staff team.  The high 

calibre of our staff means that we are constantly striving to improve so that we can provide the outstanding level of 

education that our diverse and brilliant young people deserve. 

Continuing Professional Development (CPD) 

At Zenith Multi Academy Trust, all staff are encouraged to develop their knowledge, skills, understanding and attitudes to 

enhance their professional work, regardless of experience.  We work towards ‘a culture of excellence’, where all staff have 

the opportunity to continue to improve and sharpen their knowledge and practice. 

Working for Zenith brings other benefits: 

 Free Benenden Healthcare Scheme 

 Access to Benenden Healthcare rewards and discounts scheme 

 Generous Teachers’ Pension and Local Government Pensions  

 Generous annual leave entitlement for full-time support staff up to 29 days + 8 bank holidays per annum 

 Free access to on-site gym facilities 

 Eye sight tests 

 On-site free medical health checks 

 On-site flu jab clinics 

 Discounted external gym memberships 
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The Schools of Zenith Multi Academy Trust 
 
 

 

Mrs McGauley, LLE, is the Headteacher at The King John School.  It is a popular, oversubscribed school where students’ 
very high attendance and levels of achievement reflect their commitment and enjoyment of school life.  The school is a 
large, mixed comprehensive with a well-established sixth form, and serves the ever-growing communities of 
Thundersley and Benfleet, as well as welcoming students from further afield.  

To enable their students to be happy and successful learners, they strive to create a caring, supportive and aspirational 
learning community, with high expectations and opportunities for all. They believe in offering a broad and balanced 
curriculum to enable students to flourish as individuals, and to achieve future success in whatever they choose to 
become later in life. This includes a strong emphasis on sport and the Arts.  Opportunities for extra-curricular activities 
are extensive for all to support in developing knowledge, skills and cultural capital beyond the classroom setting.  These 
opportunities include enterprise, creative performing arts, and a wide variety of trips and visits. Added to this their 
sporting expertise which puts them at the top of the county and national championships in a whole range of sports you 
will see the school has a lot to offer.  They strive to nurture and develop global citizens of the future by celebrating 
success and valuing aspiration. They are determined every student should maximise their potential. 

The recruitment, retention, and training of fully-qualified staff play a key part in their drive to secure strong academic 
outcomes for all students, and to instil a life-long love of learning. They understand the vitally important role of 
partnerships between families and school, and value their relationships with all members of the community they serve. 

They have a thriving sixth form, which has been significantly extended to provide a wealth of additional state-of-the-
art facilities.  Students achieve well in a wide range of subjects and over a three year trend, the results are in the top 15% 
of over 2000 schools with 68% A*, A or B grades at A-level.   Students’ destinations are very strong, and they progress 
to Higher Education, including Cambridge and other Russell Group universities, apprenticeships and employment. 

 
 

Laindon Park is a small school located in a rural unspoilt area. Their building retains a Victorian character with many 

historical features. The Headteacher of Laindon is Mrs Portoles, who ensures that they are a school where the child is 

at the heart of everything they do and leads the decisions they make. 

As Ofsted said about them “pupils are happy and enjoy school”. The school is always aiming to improve, not only the 

education that they provide to pupils but also the services and goods that they provide to the local community. Their 

SAT results are consistently good and put them in the top 4% of primary schools in the country. 
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Mr Durkin is the Headteacher of Castle View School. The school is a place where students are put first in everything the 

school does. Their aims are to pursue excellence, to be the best they can be and they achieve this by working together 

with parents and the wider community to bring out the very best in their young people. 

A good education inspires, opens doors and makes a difference to the lives of individuals, their families and the wider 

community. Therefore, the school takes their responsibilities as educators very seriously, doing all they can to help their 

students achieve anything and everything they set their minds to. The school also takes great pride in providing a happy 

and harmonious learning environment – one where every student is known as an individual. 

As well as valuing academic success, the school strives for every child to become a well-rounded, caring and confident 

individual who plays a part in their community, and has the skills and mindset to contribute positively to our wider 

society. The headteacher would warmly welcome you to visit the school and discover what it is that makes Castle View 

School the right choice for you and your child. 

 

The James Hornsby School is a popular, oversubscribed school where students’ very high attendance and attainment 

reflect their commitment to and enjoyment of school life. 

Everyone is valued as an individual, and their students develop into confident, responsible and successful young people. 

Every member of the school is part of The James Hornsby family, and their motto is ‘Together We Excel’. As such, they 

support one another and are passionate about achieving excellence and celebrating success. 

As a parent of three young children himself the Headteacher, Mr Daniel Steel, leads the school through the eyes of a 

parent, with very high expectations and aspirations for his students. As a centre of learning, they aim to create 

outstanding, stimulating and life changing learning experiences. 

“I began my teaching career at The King John School in July 2006, as a newly qualified English teacher. Right from the 

start, I felt that Dr Wilson was investing in my growth and development as both a teacher and a leader. The school 

recognised my specialisms, strengths and potential and within two years I was leading on Gifted & Talented across the 

school. From this initial area of responsibility, I moved into pastoral leadership under the mentorship of the senior 

leadership team. Through Zenith Multi-Academy Trust I was then able to gain my SLE accreditation and was 

promoted to Lead Practitioner with responsibility for initial teacher training. At this stage in my career, I was ready to 

step into a Leadership role. I was fortunate to gain a position as Assistant Headteacher at The James Hornsby School, 

and fortunate to be able to stay within the trust that has supported my progression from my first teaching role to a 

successful senior leader.” 

- Assistant Headteacher, The James Hornsby School. 
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Job Description 
 
Job Title Site Officer 

Grade Band 2 – 3 (point 3-5) 

Reports to Premises Manager 

Job purpose To contribute to the smooth running of the school by carrying out a range of caretaking duties 
including security and supervision of the site and related equipment, and other caretaking duties 
including porterage, cleaning and maintenance.  

Duties The duties of the post as outlined will be subject to the appropriate risk assessment, safe 
systems of work and appropriate equipment being available and the relevant competencies of 
the post-holder.  
 

• • Security and Supervision 
 

 To act as a key holder, carrying out security procedures for the buildings and grounds.  
The routine and non-routine opening of premises and grounds.  Responding to calls 
outside normal working hours as a result of break-ins etc. and or/the setting off of the 
burglar alarm(s).  

 Overall security of the school premises including the opening and closing, unlocking 
and locking of school gates and buildings. You may be called out where necessary at 
unsociable hours or at weekends to deal with security problems, make emergency 
repairs or allow access to any contractor who may be working on the site, in school 
holidays or weekends. 

 Providing access, where possible, to the premises and classrooms in the event of snow 
or minor flooding or similar emergency situations. 

 Dealing with enquiries from workers and contractors and, where appropriate, advising 
the Headteacher of their presence. 

 Attempting to prevent unauthorised access onto the school premises or grounds.  
(Note:  in fulfilling this responsibility all employees are expected to work within 
established school procedures and the Code of Practice No. 32(S) Managing Violence 
in Schools). 

 
Caretaking and maintenance 

 

 Washing internal walls e.g. classrooms, corridors, including cleaning at a high level 
where appropriate safety equipment is available and a safe system of work has been 
defined in accordance with Health and Safety requirements. 

 Drawing the attention of the appropriate authorities via the Headteacher to any 
repairs or maintenance work required at the premises. 

 

 Carrying out first line repairs and maintenance which are not beyond the scope and 
capability of the postholder including:- 

 plumbing work – e.g. repairing a leaking pipe, simple installation work, such as plumbing 
in a new tap, or replacing washer etc; 

 redecoration as appropriate 
 plastering work such as repairing cracked or broken plaster, making good damaged 

walls for example, following the removal of say, shelving or similar fittings; 
 fencing and boundary repairs, e.g. mending broken fencing panels or stakes, repairing 

holes in chain link fences etc; 
 glazing work, such as replacing smaller windows, re-beading or re-puttying glass panes, 

internal and external.  Note:  Specialist contractors would be used for repairs to large 
window panes or double glazed units or windows at a high level;  
 

 Ensuring that all areas within the site are free from litter and that all drains and gullies 
are free-flowing and clean. 
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 Undertaking litter picking duties on a daily basis to ensure that the grounds are 
maintained to a high standard of tidiness & cleanliness as directed by the Premises 
Manager. 

 Taking delivery of stores, materials and other goods and conveying them to their 
points of distribution. 

 Operating the heating plant so that the required temperatures are maintained in the 
premises and an adequate supply of hot water is available.  Carrying out frost 
precaution procedures. 

 Ensuring that all caretaking equipment is in a safe and working condition and 
arranging for repair as appropriate. 

 Carrying out routine procedures or checks on ancillary equipment, e.g. checking 
batteries, automatic pumps and areas subject to flooding. 

 Carrying out school based procedures in the event of fire, flood, breaking and entering, 
accident or major damage. 

 
Other duties 

 

 Testing portable electrical equipment if trained and accredited to do so. 

 Planning of own work. 

 Undertaking letting and related duties as appropriate in accordance with the provincial 
agreement. 

 Preparing the school premises and site for out of school activities and re-arranging and 
moving furniture in/out of rooms as necessary. 

 Completing claims for caretaking fees for lettings and making out forms for the 
requisition of stores and repairs. 
 

General  To participate in the performance and development review process, taking personal 
responsibility for identification of learning, development and training opportunities in 
discussion with line manager. 

 To comply with individual responsibilities, in accordance with the role, for health & 
safety in the workplace. 

 Ensure that all duties and services provided are in accordance with the School’s Equal 
Opportunities Policy. 

 The Governing Body is committed to safeguarding and promoting the welfare of 
children and young people and expects all staff and volunteers to share in this 
commitment.  

 Such other duties relating to the use of the premises as may be necessary from time to 
time in accordance with established local practice or within the reasonable 
requirements of the Headteacher and Governing Body. 
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Person Specification 

  

General heading Detail Examples 

Qualifications & 

Experience 

Specific qualifications & 

experience 

Experience of caretaking and/or buildings 

maintenance/security 

Completion of induction programme 

Knowledge of relevant policies 

and procedures 

Knowledge of First Aid 

 

Literacy Good reading and writing skills 

Numeracy Ability to count and undertake general mathematical 

calculations 

Technology Good knowledge of security, heating plant and other 

building systems 

Ability to undertake DIY tasks 

Communication Written Ability to complete forms, write letters and reports 

Verbal Ability to exchange complex verbal information clearly  

Languages Seek support to overcome communication barriers with 

children and adults 

Negotiating Ability to negotiate effectively to achieve best outcomes 

Ability to manage difficult or controversial exchanges 

Working with children Behaviour Management Understand the school’s behaviour management policy    

SEN Understand and support the differences in children and 

adults and respond appropriately 

Curriculum Basic understanding of the learning experience provided 

by the school 

Child Development Basic understanding of the way in which children 

develop 

Health & Well being Understand and support the importance of physical and 

emotional wellbeing   
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Testimonials

 

Working at King John for the past six years has provided me with a wide range of fantastic opportunities and 

wonderful experiences. I was encouraged to attend a middle leaders training programme provided by the trust which 

gave me the knowledge and confidence to be successful in a promotion to Director of English and media. I was also 

lucky enough to attend the media department trip to Hollywood with a group of KS4 students and was encouraged to 

organise my own trip to The Globe theatre for KS3 students. 

- Director of Learning, The King John School 

 

[Cite your source here.] 

 

Working at the King John School is a privilege. Given the school’s reputation I am very proud to be a part of the 

organisation and enjoy coming to work each day. As a school, King John promotes progression with leaders giving 

staff their full trust and support in professional development. During my time at King John I have been able to grow 

and flourish by being exposed to work across the school, within our trust schools also as part of the Benfleet Teaching 

Schools Alliance. Working at the King John School has certainly progressed my career. 

- CPC Director, The King John School 

 

[Cite your source here.] 

Having worked within Zenith for a number of years I have been afforded so many opportunities to develop. I 

came to the school as a Head of year and after discussing my drive to be on the leadership team I was given 

extra responsibilities to ensure the progression was effective and that I was ready to interview for a role. With 

this in mind I was asked to lead on several faculties and drove the Equality and Diversity within my school. This 

then led to me being asked to join a school within the MAT to take on the role of associate assistant 

headteacher. I have now secured a permanent position in this school and couldn’t have done it without the 

opportunities given to me by the Trust.  

- Assistant Headteacher, The James Hornsby School 

 

 

I started working at James Hornsby in January 2012 and began working here as a learning facilitator; almost 

eight years on and I am now currently the head of mathematics. In this time I have had the opportunity to 

complete many roles within the school. Working in the behaviour support unit, as an achievement officer 

and then as a maths instructor, while I was completing my maths degree at university. The leaders within 

the school identified my skill set and provided me with the support and guidance to move through these 

positions. 

- Maths Teacher – The James Hornsby School 
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