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Job Description
	Job Title:
	Estates Assistant

	Reports to (Title):
	Estates Manager

	Reports to (Name):
	George Mills

	Hours of Work:
	37.5 hrs pw. 
Usual working hours are Monday-Friday 08:00-16.30, Occasional weekend days including Sundays 

Depending on the requirements of the building maintenance schedule, there will be occasion to deviate from these hours, but this will always be on prior agreement.



	Prime Function of Role:

	The Estates Assistant plays a key role in ensuring the smooth day-to-day operations of RADA, supporting the Estates Manager in maintaining a safe, functional environment for staff, students, and visitors to RADA and RADA Business buildings. This role involves assisting with reactive and preventative maintenance, involvement in health and safety compliance, and supporting the academy’s productions and events.

Attention to detail, punctuality, presentation, visible presence, and excellent customer service skills are key to this role.   



Accountabilities & Tasks
REPAIRS AND MAINTENANCE
· Regularly check building areas, identify issues, and take appropriate action. 
· Complete all maintenance tasks and report unfinished work to the Estates Manager. 
· Perform all work safely, efficiently, and with minimal disruption to everyone. 
· Receive and store deliveries as needed. 
· Prioritise room repairs to minimize inconvenience for staff and students. 
· Report areas for cleaning or further planned maintenance to the Estates Manager. 
· Follow all Academy health, safety, and evacuation procedures. 
· Provide responsive, helpful service to internal staff. 
· Operate building monitoring systems as required. 
· Communicate with contractors as needed. 
· Manage onsite contractors and induct new contractors into the building
· Report to and assist the Estates Manager with any tasks relating to the Estates Department.
HEALTH & SAFETY
· Ensure compliance with fire safety regulations, including maintaining clear fire exits and assisting with regular alarm and life safety system testing.
· Monitor health and safety procedures, reporting any risks or hazards.
· Assist with first aid and emergency response procedures.
· Support security measures, ensuring safe access to the building and reporting any concerns.
· Assist if required with evacuation procedures, being a Fire Warden, taking part in drills and emergency evacuations, following correct procedures.

 
GENERAL

· Contribute to the development and culture of RADA, attend RADA training and staff events as and when required (including but not limited to annual staff conference and termly town hall meetings). 
· Take on any additional duties and responsibilities which may be reasonably expected within the terms of contract.
· Excellent time keeping and ability to work shifts.
· Ensure you read and follow Operations Department SOP’s and any policy documents alongside RADA’s relevant policies to the department.
· Promote Equality, Diversity and Inclusion always and ensure they are at the forefront of your thinking when undertaking your responsibilities.
· Comply with GDPR regulations regarding protecting personal data.
· Comply with Health and Safety legislation and ensure you are up to date with RADA’s Health and Safety Policy.

By accepting a role here, you are acknowledging a commitment to RADA’s values and mission, and a willingness to contribute to the ongoing development of the same.
























Person Specification 
	 
	Essential 
	Desirable 

	Qualifications 
 
	
	· A-Levels, or equivalent relevant experience. 
· Qualified First Aider/Fire Warden
 

	


Knowledge 
 
 
 
 
	· Proficient in IT - e.g. Word, Excel and Outlook. 

	· Knowledge of SharePoint, Teams & One Note 
· Basic knowledge of plumbing, electrical systems, and general maintenance.
· Understanding of health and safety regulations (training can be provided). 

	Skills / Abilities / Competencies 
 
 
	· Excellent written and verbal English. 
· Clear and articulate communication skills. 
· Proactive and ability to exercise strong initiative. 
· Able to follow critical procedures in detail. 

	· Good problem-solving skills and attention to detail.


	Experience  
 
 
 
 
 
	· Experience of responding to customer requests and complaints. 
	· Familiarity with theatre production.
· Experience in facilities, building maintenance, or a related field (preferably in an arts or educational setting).

	Personal Attributes 
 
 
 
 
	· Ability to work flexibly, including evenings and weekends when required for events.
· Good communicator logging and sharing information.
· Strong teamwork and communication skills.

	· Excellent organisational skills and attention to detail.
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