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	JOB SPECIFICATION

LIVE IN CARETAKER / MAINTENANCE WORKER
(LIVE ON SITE)



	Line Manager:  Estates Manager  


	Holiday Entitlement:  25 days paid holiday (to be taken mainly during term time.)


	Salary Scale:  £21,193 (plus accommodation provided for this role)


	Notice period:  2 months


	Hours to be worked:

Working hours will vary, but will primarily be Monday to Friday, totalling 41.25 hours per week as follows:

Maintenance Duties (all year round)
Monday to Friday     8.30am – 4pm 

Closing School & Lock Up Duties

During term-time: 

Monday to Friday                                  8.00pm – 8.45pm  

Every other Saturday (“in weekends”)  At end of school activities (45 minutes)

During the School holidays:

Regular security checks to be completed once daily (at a time to be agreed each evening)      

Additional hours will also be required.  The Caretaker will need to work flexibly to meet the needs of the School and must be willing to work occasional shifts, some weekends and attend work at short notice out of normal hours and at weekends.  Swimming pool testing will also be required at weekends during the summer months (30 minutes per day on Saturdays & Sundays). 


	General description of job:  
Working as part of the maintenance team within the Estates Department you will be responsible for the daily maintenance of the School to ensure it can function in a safe environment.  Duties will include carrying out daily inspections, minor repairs, proactive and reactive maintenance and refurbishment work.

In addition the Caretaker / Maintenance Worker will be required to live on site throughout the year and deal with any problem whenever it arises in our “out of hours” and take responsibility for securing all school buildings in the evenings and at weekends.  



	Main Tasks
Maintenance Tasks
· Daily inspections of all departments ensuring the facilities are safe to use, identifying any security risks and damage to buildings.
· General maintenance and cleaning of the estate.

· Basic repairs such as plumbing, brickwork and carpentry.

· Proactive maintenance through scheduled works.

· Reactive maintenance as issues are reported through the maintenance log.

· Carrying out weekly fire test alarms.

· Monitoring of fire equipment and recording its serviceability state.

· Porter duties using Manual Handling techniques and equipment.

· Responsible for the inventory and stock taking of bulbs and lamps.

· Setting up and dismantling of equipment for meetings and events as required.
· General litter picking around the site/s and controlling the bin areas.

· Assisting with snow and ice clearance and gritting in and around the school.

· Escorting contractors on site as required.

· Moving furniture and changing room layouts as required.

· Driving pupils on the school minibus when required.

· Responsible for maintaining and fuelling the school minibuses.

· Providing cover for colleagues in the Maintenance Team during periods of absence in term-time.

· Recording information for Authorities, e.g. Fire Officer.

· Completing Risk Assessments as required.

· Ensuring full compliance with all health and safety and fire regulation requirements.

· All other duties as assigned by the Estates Manager.
Securing the Building
· Responsible for securing all buildings in the evening as required.  To include checking the security of the building in the evenings and at weekends.
· To include responsibility for ensuring lights are switched off, windows are secured, fire doors are closed and all external doors are locked as required. 
Out of Hours / On-Call Duties

· To be on call and responsible for responding to the fire alarm should it sound out of school hours.

· Responding to maintenance issues that arise during the evenings and weekends and carrying out temporary repairs within own competence.

· Assisting with fire activations, water issues, power outages and storm damage out of school hours.

Holiday & Weekend Tasks

· Responsibility for testing the school swimming pool at weekends when it is open during the summer months (May – September).
· Letting people in who have hired the School buildings and facilities during the holidays and occasional weekend. 
Safeguarding of Children

· All staff are responsible for the safeguarding and wellbeing of children in line with the School’s Safeguarding (Child Protection) Policy.



	Essential competencies:

· Proven experience in facilities maintenance.

· Demonstrable skill sets in basic repair and maintenance.

· Experience of using hand and power tools.
· Flexibility to work evenings and weekends as and when needed to and to respond to out of hours call outs. 
· Physically fit in order to meet the physical demands of the role.

· Willingness to work outside in all conditions as required.

· Full driving licence and willingness to drive pupils in the school minibus (training will be provided)

· Ability to follow instructions and complete tasks effectively.

· Good attention to detail and pride in workmanship.

· Motivated with a flexible attitude and willingness to learn.

· Health & Safety knowledge and awareness.

· Honest and reliable with good communication skills.

· Proactive and able to manage own time.

· Strong team player willing to support others.

· Enthusiastic and willing to turn your hand to anything as required in order to support the School and the pupils.

· Able to engage and communicate effectively and politely with pupils, staff, parents and visitors.
Desirable competencies:

· Technical or trade qualification in an aspect of facilities maintenance.

· Experience of driving a minibus. 


	Employee Benefits include:

· Support Staff Pension Scheme.
· Complementary coffee and tea during the working day during term-time. 
· Complementary lunch as provided to the children during term-time.
· Free car parking on site.
· Staff discounts available at local golf club.

· Employee Assistance Programme providing free advice and support to all employees on a wide range of issues.


	Staff Accommodation

Accommodation will be provided for this role in a cosy cottage with its own garden situated on the edge of the School site and within the pretty village of Bourton.  The cottage has 2 small bedrooms and successful candidates will be welcome to bring their partner and / or family with them to reside in the cottage.

Please note that if you are considering bringing a partner to reside with you on site the School is also seeking to appoint an Evening Matron which your partner may wish to consider applying for.  This is a part-time, term-time only role supporting boarding pupils during the early evenings.  Details on this role are available on request to Mrs Jo Ranstead, Assistant Bursar:

E-mail joranstead@pinewoodschool.co.uk or by telephone 01793 782205.


	Pinewood School is committed to safeguarding and promoting the welfare of children. All applicants must be willing to undergo child protection screening, including checks with past employers and the Disclosure and Barring Service.



