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	JOB DESCRIPTION


ESTATES AND HEALTH & SAFETY OFFICER 
ESTATES TEAM

37hrs per week/ Full year/Permanent

(Rotating shifts normally between the hours of 6.00am and 6.30 pm daily but occasionally up to 10.30p.m.)
Job Purpose: 
To be part of a team responsible for providing an efficient caretaking, portering, maintenance and health & safety support service   

Accountability: 
To report to the Estates Operations Manager for the effective discharge of all duties

Responsibility to: 

Estates Operations Manager 

Functional Links:

College Administration and Health and Safety Manager

Key Responsibilities:

· Opening up and locking down of the site and the security of College buildings and grounds

· Responsible for the general upkeep and maintenance of plant, equipment, buildings and grounds
· Responsible for general caretaking and undertaking portering duties including setting up for exams and special events and setting down
· Responsible for assisting with emergencies that may arise on the College site and premises
· Liaison with contractors on site as requested by the Estates Operations Manager and Estates Administrator
· Be welcoming, respond to and assist with enquiries from visitors, suppliers, students and College staff 

· Supporting the Estates Operations Manager and the College Central Administration and Health and Safety Manager in the execution of duties relating to the health and safety of all students, staff and visitors on site
· Undertaking any other internal or external maintenance works as directed by the Estates Operations Manager 

· To take part in the College Professional Development and Performance Review Scheme

· To be committed to the safeguarding and promotion of the welfare of children and vulnerable adults including Prevent
· To be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety Policy

· To promote and comply with equality of opportunity as laid out in the College Equality and Diversity Policy

The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

Signed ……………………………………
Date ………………………………….
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An indicative list of the duties associated with the position:

Security

· Locking and unlocking of the College site at agreed times each day

· Ensuring that intruder and fire alarm systems are set and operative when closing the College

· Closing of all windows, doors and gates when locking down the College

· Ensuring all buildings are empty of personnel prior to securing and alarm setting

· Ensuring all lighting and power supplies are switched off to appliances when closing the College including equipment on stand-by

· Liaising as necessary with contracted security guards

· Testing and reporting of faults with the intruder and fire systems 

· Reporting of damage and vandalism and arranging for repairs to be carried out 

· Maintenance of a key register and responsibility for the security of keys and alarm fobs in possession

· Ensuring good supervision of the College site to minimise trespass

· Ensuring that high value equipment, e.g. laptops, are locked away in a secure location if found to have been left out and lapses are reported to the Estates Operations Manager

Building and Equipment Maintenance 
· Ensuring that heating, hot/cold water systems and air conditioning are operational as and when required and reporting of any defects 

· Promotion of energy conservation amongst staff and students ensuring that energy saving initiatives are adhered to

· Reading of supply meters and record keeping for billing comparison purposes

· Replacement of light bulbs, lamps, tubes, starter motors and fuses

· Reporting of mechanical and electrical faults and breakdowns

· General site duties including minor repairs and maintenance e.g. unblocking of sinks and wastes, unblocking toilets and urinals, replacement of tap washers and ball cocks, repairs to furniture and equipment, carpentry works, painting and decorating etc.
· Keeping of boiler houses and plant rooms clean and tidy

· Setting clocks and time-clocks twice yearly and adjustment of same when necessary

· Removal of graffiti immediately it has been reported/located

· Dealing with online repairs requests in line with agreed standards in terms of both quality and prompt attention

External Maintenance   

· Clearance of pathways and steps of snow or ice and treatment with rock salt/grit

· Unblocking drains and clearing gullies, grids, gutters, downpipes and traps

· Sweeping, hosing down and keep tidy the refuse area

· Sweeping of other areas when required

· Undertake grounds maintenance tasks i.e.  some grass cutting in the areas around buildings, weeding, trimming, lopping and general tidying (supplementary list attached) and operate a grounds equipment register

· Empty litter bins on a regular basis

· Carry out litter picks twice daily to include leaf collection from hard areas that may be required

Porterage Duties

· Receive incoming goods on arrival and distribute to designated areas

· Move equipment and furniture as required

· Set up and prepare for examinations and events as required and set down when finished  

Cleaning and Hygiene

· Liaison with the cleaning supervisor to ensure that any emergency or health and safety issues that may arise whilst on duty are attended to e.g. spillages

· When cleaning staff not available replenish soaps, toilet rolls and hand towels and attend to spillages 

Health & Safety and Emergencies

· Provide support to Estates Operations Manager (the designated Fire Safety Officer) in the checking of fire equipment and emergency lighting and play an active role in fire drills as instructed

· Where personal protective equipment (PPE) has been provided ensure it is worn when undertaking hazardous activities 
· Assist the Estates Operations Manager and the College Administration and Health and Safety Manager during emergency situations, ensuring that all matters are dealt with in an effective, efficient and speedy manner

· Ensure access for and liaise with the emergency services when required

· Deal with electrical and gas emergencies by making safe and switching off supplies

· Deal with cause and aftermath of bursts, leaks, floods, fires, breakages etc.
Grounds Maintenance Duties

· Mowing grass around buildings, weeding around bushes and pruning bushes to traffic island
· Strimming around obstacles (posts, trees etc.) and high grass areas

· Clearing/collecting leaves from building entrances & footpaths

· Sweeping/raking leaf collection all areas

· Pruning of shrubs & bushes

· Half-moon edging to lawns

· Litter collection from around shrubs, beds, lawns, hedges etc.
· Applying woodchip to beds & maintain timber edgings

· Cutting hedges

· Applying fertilizer to beds

· Sweeping gullies to roadways

· Hand weeding footpaths as required

· Weed beds as required

· Planting and tending new plants 

· Forming and maintaining compost heap for use on beds

· Cutting of hedging and cutting back of trees and bushes to the sides of main service road

· Cutting & lopping of small overhanging branches to trees and large shrubs

· Watering of grounds as necessary

General Duties

· College corporate work wear will be provided and must be worn

· Drive a hired vehicle as and when necessary

· Joint responsibility for all hand and power tools, fuel, materials and plant provided by the College including a hand tool register

· Joint responsibility for all access equipment e.g. ladders, steps, tower etc. provided by the College including an access equipment register 

· Carry out visual inspection of hired vehicles at time of delivery and complete handover documentation

	

	PERSON SPECIFICATION


JOB TITLE:

ESTATES AND HEALTH & SAFETY OFFICER 

GRADE:

SCALE E : Pts. 22-25
 

HOURS                   37 HOUR WEEK/ ROTATING SHIFTS 

In accordance with the College’s short listing policy we will look for evidence of the characteristics listed below 

	CRITERIA
	HOW ASSESSED*

	EDUCATION/TRAINING

Essential:

· Good general standard of education

· Good verbal, written and IT skills

· An awareness of health & safety requirements as they apply to a large educational establishment

Desirable:

· Relevant trade skill experience e.g. plumbing, carpentry etc.

· Experienced in grounds maintenance


	A

A, I 

A, I

A, I

A, I



	RELEVANT EXPERIENCE

Essential:

· Experience of caretaking preferably in school or college premises

· An understanding of and familiarity with the varied tasks that will be expected of the post holder at a large educational establishment

· Ability to work as a member of a team

· Responsible, reliable and a good timekeeper 

· Ability to prioritise and manage own workload  

Desirable:

· Experience in dealing with contractors 
	A, I

A, I

A, I

A, I

A, I

A, I



	SKILLS/APTITUDES

Essential:

· Ability to support Estates Operations Manager in all tasks required

· Ability to respond to situations at short notice and to make all necessary arrangements to resolve emergencies that arise

· Ability to communicate effectively with contractors, college staff, students, governors and visitors

· Ability to work independently and proactively and carry out/complete tasks with the minimum of supervision

· Ability to undertake minor repairs

· Security conscious
	A, I

A, I, T

A, I

A, I

A, I, T

A, I



	OTHER REQUIREMENTS

Essential:

· Willingness to work a rotating rota system 

· Fit and healthy, able to bend and lift, climb stairs and use access equipment and hand tools and power tools

· Commitment to continued professional development

· Commitment to equality and diversity, safeguarding British Values and the College’s Preventing Vulnerability strategy


	A, I

A, I
A,I

A,I
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*Key: I = Interview, A = Application Form, T = Test
	

	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.

February 2016

