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St George’s Road, Wallingford, Oxfordshire, OX10 8HH

Telephone: 01491 837 115  Fax: 01491 825 278

Email: office.4140@wallingfordschool.com
Web: www.wallingfordschool.com

Headteacher: NJ Willis

Email: head.4140@wallingfordschool.com

Email:  recruit@wallingfordschool.com 
This is an outstanding opportunity to join one of Oxfordshire’s most successful schools. 

Wallingford is a very pleasant place to work indeed. Relationships here are warm and supportive. Our students are polite, sensible and good fun to be around. We face very few challenges that involve rude or aggressive conduct. The atmosphere throughout the school is purposeful and pleasant. During lessons students behave in a courteous and civilised fashion and are also well behaved in their free time. Teachers here do not go home and worry about the management of student behaviour. The teaching force is well qualified and extremely talented; there is the potential to achieve great things.

Staff choose to spend time with each other outside school, and there are social and sporting events throughout the year. We have a welcoming staffroom, and the various teams are sociable too. The governors are very supportive and involved; they will take an interest in this appointment. Our community has a high regard for the school, largely as a result of the reputation we now have for good behaviour.  We are over-subscribed and proud of our reputation with and beyond our community.  This demonstrates the nature of the area and the direction we are going in.

Wallingford Schools Academy Trust is a successful, oversubscribed, 7 form entry, mixed comprehensive Academy of 1070 students aged 11-18, who come from Wallingford and its surrounding villages.  We have an excellent reputation, enjoying strong support from parents and students, and a good and growing working relationship with the local community.    Each subject has its own area with associated storage and administration rooms.  Our on-going investment in ICT will see all classrooms equipped with interactive whiteboards and broadband.

General Duties
At Wallingford Schools Academy Trust we pride ourselves on providing a safe and happy environment where young people can flourish and we want to send every young person into the world able and qualified to play their full part in it.  Wallingford Schools Academy Trust is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All successful candidates will be subject to Criminal Records Bureau checks along with other relevant employment checks.
The performance of all the duties and responsibilities shown below will be under the reasonable direction of the Headteacher who, or other Senior Manager if appropriate, will be mindful of his/her duty to ensure that the employee has a reasonable workload and sufficient support to carry out the duties of the post.

You will find many opportunities at Wallingford Schools Academy Trust and we look forward to receiving your application.  

The Attributes of the Ideal Candidate
When making appointments of this nature we look for people who have themselves the sound educational background that enables them to be able to help staff and students.  They also need to feel comfortable working and co-operating with varying numbers of adults.  Sensitivity and discretion are important attributes.

SPECIFIC INFORMATION ABOUT THIS JOB

Job Purpose
The caretaker is responsible for:
· Ensuring, under the direction of Facilities Manager, that the school premises and grounds and its contents are properly maintained, secured and ready for use, and undertaking such tasks as may be necessary for effective site management, including porterage, administrative and lettings duties.
· Assisting in the co-ordination of health and safety, ensuring that regulations are followed and adhered to throughout the school.

· Deputising for the Facilities Manager as required.

· Supporting and contributing to the overall ethos, work and aims of the school.

Duties and responsibilities

Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Facilities Manager or School Business Manager.
JOB SPECIFICATION

Operational

· S/he shall establish and maintain good relationships with all students, parents/carers, colleagues, contractors and other professionals.

· S/he shall assist her/his line manager in organising and monitoring premises staff workloads and shifts, including cover for absences and delegating tasks appropriately.

· S/he shall act as a key-holder and control site keys, and routine and non-routine opening. This will include the checking of all windows and doors etc. and activate all security alarms before leaving the premises.

· S/he shall assist in the maintenance of the school site, buildings and grounds to a high standard.

· S/he shall assist in ensuring maintenance and functioning of the school’s heating and utility systems/services.

· S/he shall assist and undertake cleaning duties to ensure that all school buildings and grounds are maintained to agreed standards and specifications, including the establishment of effective monitoring procedures and rotas.

· S/he shall undertake in the removal of graffiti, the cleaning of items, contracts for refuse collection bins.

· S/he shall assist in arranging and overseeing any alterations, redecoration, building and maintenance works and specialised repair work, including monitoring the work of contractors.

· S/he shall personally undertake minor repairs and maintenance tasks, which are within her/his competence and identified as such, arranging for other repairs to be carried out, and organising emergency response to vandalism damage.

· S/he shall order and maintain stocks of materials, equipment and protective clothing as required.

· Deal with emergency spillages, floods and drain blockages and other emergencies as they arise.

· S/he shall undertake the removal of snow and other obstructions from entrances, steps and access pathways, maintaining adequate stocks of salt and sand.

· S/he shall ensure deliveries to the school are correctly accepted, securely stored and distributed.

· S/he shall maintain, following direction from her/his line manager, the security of the site and grounds, including liaising with other stakeholders with respect to arrangements.

· S/he shall report any breaches of security and ensure that any resultant damage is remedied properly and promptly.

· S/he shall ensure that vehicle maintenance and cleaning checks are undertaken and any servicing faults identified are reported.

· S/he shall undertake the transport of students to and from the other school sites / locations as required.

· S/he shall be conversant with CCTV, Fire and Alarm Systems and all other premises systems and respond and maintain where necessary.

· S/he shall undertake various porterage and administrative duties.

· S/he shall supervise lettings, as directed by her/his line manager, ensuring that users’ requirements are met and the security of the school buildings are maintained at all times when requested to do so.

· S/he shall ensure, in conjunction with the headteacher and her/his line manager, that all health and safety procedures and requirements are being resourced and met, so recognising the health, safety and welfare of all premises users and visitors, including contractors.

· S/he shall assist in ensuring all required risk assessments are carried out and completed, and action taken where necessary.

· S/he shall ensure that appropriate signs and notices are displayed.

· S/he shall notify appropriate agencies, following direction of her/his line manager, of any issues and make necessary arrangements, for example pest and vermin problems.

· S/he shall assist in ensuring that reporting of incidents, including accidents, is fulfilled in accordance with requirements.

Personnel

· S/he shall assist her/his line manager in ensuring required safeguarding checks have been completed as per school policies and procedures before engaging contractors, reporting any concerns to her/his line manager.

· S/he shall assist her/his line manager in identify training needs of premises staff, and organising appropriate development opportunities.

· S/he shall assist in maintaining attendance and training records for premises staff.

· S/he shall be involved in the recruitment of premises and cleaning staff when required.

Administrative

· S/he shall ensure that all administrative duties, checks, documentation, reports and returns (internal and external) are completed accurately and submitted within required deadlines.

· S/he shall assist in preparing information, statistics and reports as required by her/his line manager, the headteacher and the governing body.

· S/he shall maintain manual and computerised records and filing systems relating to all areas within her/his remit as required.

· S/he shall assist in maintaining up to date records of the school’s assets.

· S/he shall deal with correspondence promptly and as required.

· S/he shall ensure that financial procedures and activities are carried out as required by school policies and procedures such as taking meter readings, placing purchase orders and authorising invoices for payment.

· S/he shall ensure that best value principles are followed where possible.
General 

· S/he shall work outside of normal school working hours for extended school status activities, lettings, school events, and emergencies as required.

· S/he shall participate in school emergencies as required, including co-ordinating arrangements, locating students and staff, providing contact details and completing necessary documentation.

· S/he shall assist in arranging and giving training sessions to staff to ensure that they are aware of procedures and regulations.

· S/he shall attend training sessions and meetings as required.

· S/he shall undertake first aid training and responsibilities as required.

· S/he shall keep up to date with relevant legislation and regulations, including health and safety and Control of Substances Hazardous to Health (COSHH) developments, and communicate relevant information to staff.

· S/he shall retain confidentiality in all aspects of school life.
Line of Responsibility 
The caretaker will be directly responsible to the Facilities Manager.
Selection Criteria
	Essential
	Desirable
	Evidence

	Qualifications and experience:

	· Studied to a minimum standard of GCSE (grade A*–C) or equivalent, in English and maths.

· Relevant qualification/s or proven experience of one or more of the following: heating systems, plumbing, electrical/general/grounds or buildings maintenance, carpentry, decorating.

· Substantial DIY and/or maintenance experience.
	· Further education qualifications in related field/s.

· Experience in working in the building/construction industry.

· Experience of co-ordinating health and safety.

· Experience of working in a school or similar establishment.
	Application form

Letter of application

References

Interviews

Certificate/s (to be available at interview)

	Knowledge and skills:

	· Ability to build and form good relationships with students, colleagues and other professionals.

· Ability to work constructively as part of a team, understanding school roles and responsibilities including own.

· Good verbal and written communication skills appropriate to the need to communicate effectively.

· Good standard of numeracy and literacy skills.

· Ability to absorb and understand a wide range of information and deal with confidential issues appropriately.

· Ability to proficiently use office computer software including Microsoft Word, Excel and internet systems.

· Working knowledge of relevant policies, procedures, codes of practice, and awareness of relevant legislation such as health and safety.
	· Working knowledge of construction/building regulations.

· Working knowledge of maintenance and security systems and procedures.

· Working knowledge of heating and ventilation systems.
	Application form

Letter of application

References

Interview

	Personal qualities:

	· Ability to reach and bend, and to carry out some heavy lifting.

· Initiative and ability to prioritise one’s own work.

· Able to follow direction and work in collaboration with colleagues, line manager and leadership team.

· Able to work flexibly to meet deadlines and respond to unplanned situations.

· Efficient and meticulous in organisation.

· Desire to enhance and develop skills and knowledge through CPD.

· Able to work evening and weekends when required and attend out of hours emergencies.

· Commitment to the highest standards of child protection and safeguarding.

· Recognition of the importance of personal responsibility for health and safety.

· Commitment to the school’s ethos, aims and its whole community.
	
	Application form

Letter of application

References

Interviews


Hours
This post is for 37 hours per week to be worked on a Monday - Friday, on a rotating shift basis between 7.00am and 7:00pm.  Extra hours may be available for cover.
Salary
The salary for the post is Grade 6 Point 18 – 21, £9.37 - £10.44 per hour.  Actual salary will be £18,070 to £20,138 per annum.
Pension Details
Please visit www.lgps.org.uk and www.oxfordshire.gov.uk/pensions for details of our Local Government Pension scheme.
Terms & Conditions
Wallingford Schools Academy employs support staff on the conditions or service contained in the National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service (Green Book), the provisions of which allow for a 26 week probationary period for new employees.

This can be found through http://www.oxfordshire.gov.uk/cms/content/schools-conditions-employment-green-book . 
http://schools.oxfordshire.gov.uk/cms/content/contracts-staff 
General Points
· You will be able to contribute to the Local Government Superannuation Scheme.   
· Applicants should be aware that the School operates a non-smoking policy.
Wallingford School is committed to safeguarding and promoting the welfare of children and expects all staff and volunteers to share this commitment. All successful candidates will be subject to a Disclosure and Barring Service Check (previously named as a CRB check) along with other relevant employment checks. 
Any offer of employment is subject to satisfactory medical, reference and DBS clearance and also The Asylum and Immigration Act ID checks.

We look forward to receiving your application

Position: 				Caretaker 


Salary:					Grade 6 point 18-21 / £9.37- £10.44


Actual salary:			 	£18,070 - £20,138


Hours:					37 hours per week 


Required:				September 2017 			











