Role Description — School Assistant
Sep 30, 2026 - @Operations Team
MARYMOUNT INTERNATIONAL SCHOOL ROME

Educating the Whole Person — Excellence, Faith and Global Citizenship

Role Title School Assistant (Collaboratore/Collaboratrice
Scolastico/a)

Department Facilities

Reports to Estates & General Manager (line manager);
Headmistress via Director of Finances

Direct Reports None

Works Closely with Teaching staff, Bus Monitors, outsourced cleaning
and security services

Location Marymount International School Rome, Via di
Villa Lauchli 180, Rome, Italy — on site

Contract Type Full-time, fixed-term (one year)

Probation Period 1 month

1. Purpose of the Role

The School Assistant keeps the School's premises and general services running smoothly each day. The
role covers welcoming, supervising and giving basic assistance to students, looking after and securing the
premises, and giving first aid when someone is injured or taken ill. Working under the direction of the
Estates & General Manager and in close collaboration with the teaching staff, the School Assistant helps
maintain a safe, clean, welcoming and orderly environment where students, families and staff can go
about their activities with peace of mind.

2. Key Responsibilities

2.1 Access Support and Supervision

¢ Help at the School entrances: greet students, families, visitors and suppliers, point them to the
right office or person, and check that everyone enters according to School access procedures.
This is a support and access-control role. It does not replace the Reception or Front Office.

e Supervise students at arrival and dismissal, during breaks, between lessons and when they move
around the campus.



Supervise students when a teacher is briefly out of the classroom and when students use the
toilets, and report anything unusual straight away.

Help with school bus arrivals and departures, working with the Bus Monitors and designated
staff.

Answer internal calls and carry messages and documents between offices, classrooms and
departments.

2.2 Support for Students and Teaching Activities

Work with teachers to prepare classrooms and spaces for lessons, activities, events, meetings
and exams.

Give basic assistance to Early Childhood and Primary School students, including help with
personal hygiene as instructed.

Give basic, non-specialist practical help to students with disabilities or special needs, as set out
by the School. This is limited to helping them move around the campus, reach its spaces and use
its facilities. It does not include educational, medical or specialist care duties, which remain the
responsibility of qualified staff.

Help supervise students during lunch service, with the teaching staff and the catering provider.
When asked, make photocopies, hand out materials and carry out small tasks that support
teaching.

2.3 Care and Hygiene of the Premises

During school hours, tidy classrooms, corridors, toilets and common areas, carry out routine
cleaning and handle urgent hygiene needs, in coordination with the outsourced cleaning service.
Check supplies (soap, paper, sanitising gel) in toilets and common areas and restock them.

Use cleaning products and equipment correctly and safely, following safety data sheets and
instructions.

Report to the Estates & General Manager any shortcomings in the outsourced cleaning service,
as well as faults, damage or maintenance needs.

2.4 Custody of Premises and Logistical Support

Open and close rooms, entrances and gates according to set times and procedures, keeping
assigned keys secure.

At the end of the day, check that windows, doors, lights and equipment are closed or switched
off and that no unauthorised people are in the buildings.

Move small items of furniture and materials, and help set up spaces for events, ceremonies and
school activities.

Receive and sort deliveries, mail and materials, checking them against what was expected.
Work with the security service and the Metronotte night-patrol service on opening, closing and
access control.

2.5 Health and Safety

Follow the School's health and safety policies and procedures, including instructions on hazards,
risks and control measures.



Take part in the health and safety training, emergency drills and evacuation procedures required
by the School.

Give first aid in line with the training received and School procedures.

Promptly identify and report hazards, incidents, accidents, injuries, property damage and any
other safety concerns.

Use the required personal protective equipment correctly.

3. Person Specification

Essential Requirements

Lower secondary school diploma (licenza media) or higher.

Willingness to complete workplace first aid training (Legislative Decree 81/2008 and Ministerial
Decree 388/2003) provided by the School.

Previous experience in a similar role, ideally in a school, an educational service or another
setting working with minors.

Good spoken and written Italian.

Reliability, punctuality and a sense of responsibility in looking after spaces, keys and assigned
tasks.

An aptitude for working with children and young people, with a patient, courteous and
respectful manner.

Discretion and confidentiality about information concerning students, families and staff.
Ability to work in a team and flexibility in responding to unexpected needs.

Desirable Requirements

Previous work experience at an international school.

Basic English.

Paediatric first aid training or a BLSD certificate.

Fire warden and emergency management training certificate.

A qualification or experience in basic care (e.g. OSA, 0SS) for students with disabilities.
Experience with small logistical tasks and routine maintenance.

4. Terms of Employment

[ )

Full-time, on-site position at the Marymount International School Rome campus, Via di Villa
Lauchli 180.

Working hours: in line with the school calendar and timetable.

The role holder may occasionally be required to be available early in the morning, in the evening
or at weekends to support events, open days, ceremonies and other approved school activities.
Salary and benefits will match experience, in line with School policy and the National Collective
Labour Agreement for AGIDAE schools (CCNL AGIDAE Scuola).

Employment depends on successfully completing the School's safer recruitment checks (see
Section 5) and on the occupational physician confirming fitness for the role.



5. Commitment to Safeguarding

Marymount International School Rome is committed to safeguarding and promoting the welfare of
children and young people, and expects all staff, external contractors and volunteers to share this
commitment. This position involves daily, direct contact with students of all ages. It is therefore subject
to rigorous safer recruitment checks, including verification of identity, qualifications and employment
history, reference checks, and a criminal record certificate appropriate to the candidate's country of
residence and employment history. This role description should be read together with the School's Child
Safeguarding and Protection Policy, which forms an integral part of the role holder's responsibilities.

6. Mission and Equal Opportunities

Marymount International School Rome is a private, Catholic, co-educational school affiliated with the
Religious of the Sacred Heart of Mary (RSHM), educating students from Early Childhood through Grade
12. The School welcomes students, families and staff of every faith and background and is committed to
fostering an inclusive community built on mutual respect. The School Assistant plays an important part in
making sure the campus is safe, welcoming and well cared for, and that every student and visitor feels
welcome. In this way the role reflects and supports the School's mission.

This role description is meant to show the general nature and level of the work done by employees in
this position. It is not a complete list of every duty, responsibility and qualification required of employees
in the role. It will be reviewed periodically and may be amended, in consultation with the role holder, as
the School's needs change.
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