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Job Description
Role: Senior Resident Caretaker

This job description gives an overall indication of the areas of responsibility of the position, but is by no means all encompassing or fixed. The post may include other duties and responsibilities as determined by management that fall within the general responsibilities of the post. St. Francis’ College Trust (‘the College’) is an equal opportunities employer.

	Location:
	Prep and Senior

	Accountable to:
	The Senior Resident Caretaker is directly responsible to and supervised by The Estates Manager. However, the Senior Resident Caretaker may also receive instructions from the Bursar, who is the Line Manager for the Estates Manager and from the Head, who is responsible for the leadership and management of the College and reports to the Board of Governors. 

	Responsible for:
	Assistant Caretaker;

Weekend Caretaker.


Overall Purpose of the Job


The Senior Resident Caretaker’s primary purpose is [to ensure the security, care and availability of the building, contents fittings and equipment; to ensure a safe & satisfactory physical environment for pupils, staff and visitors and to work as part of a team to promote the efficient use of the College’s assets and objectives.
The Senior Resident Caretaker is required to occupy onsite premises, known as the Caretakers Flat and to enter into a separate Service Occupancy Agreement. The flat is provided rent free with use of services, but the occupant shall be responsible for paying the Council Tax, TV License and telephone charges and supply of white goods and other domestic appliances.  The Occupancy of the flat is to enable the position to fully meet the needs of the College, for example, with regards to site security and locking and unlocking during weekdays and weekends, both non & term time as reasonably required.
On occasions you may be asked to carry out a late or early unlock/lock-up to accommodate the departure or arrival of a school trip or other events such as a foreign exchange programme, as well as the arrival of boarders at the beginning or end of term or other events.  It would be expected that this is covered without additional remuneration.
Main Duties and Responsibilities

· Responsible for ensuring the building and contents are secured. 
· Provision of access to the building and grounds to authorised persons at all reasonable times, in association with the Assistant Caretaker and Weekend Caretaker.  Liaise with visitors, contractors and cleaning operatives regarding access and lock-up times. Work closely with Boarding Staff to ensure the building lock up and unlocked meets the needs of the boarders.
· Be responsible for locking and unlocking of the premises taking into consideration evening & weekend lettings. Primarily lock up duties will be needed during weekday evenings but may also extend to mornings & weekends in the absence of either the Assistant Caretaker or Weekend Caretaker.  

Specific duties include:

Turning on/off alarms systems, unlocking gates and entrance doors, switching on/off lighting 
and heating, closing/opening windows as appropriate, locking of internal doors and 
windows.

· Operate routine security arrangements to prevent/deter authorised access to the College to minimise theft and vandalism. To be named main “Key Holder” for the site, liaising with the relevant authorities and other emergency services as appropriate.

· Act as first point of contact for any emergency alarm activation; including Fire and Intruder; Responding to calls both inside or outside normal working hours as a result fire alarm activations and/or the setting off intruder.  
· A sound knowledge of the College’s security & fire alarm systems is essential.

· Be responsible for supervising the Assistant Caretaker and Weekend Caretaker, co-ordinating and assigning tasks in accordance with the Estates Manager. Carry out regular performance reviews.  Hold regular team meetings to monitor work targets and deadlines.
· In co-ordination with the Assistant Caretaker & Weekend Caretaker maintain a register of keys & operate an effective key management system.
· Cover the duties of the Weekend Caretaker when they are on annual leave or during other periods of absence. Cover may also be sought by the Assistant Caretaker.
· Ensure that any caretaking reactive works generated throughout the week are actioned or scheduled to be completed by either the Senior Resident Caretaker, Weekend Caretaker or Assistant Caretaker.

· Carry out routine flushing of water services in accordance with the College’s Water Management Policy and L8 Regulations. Work closely with the Estates Manager to establish a flushing schedule for term and non-term times. Assist with external water management contractors/consultants or any out of hours work that may be required.

· Carry out regular inspection of the physical condition of the building, furniture and equipment reporting to the Estates Manager any defects; Carry out routine checks of the basements and plant. As far as reasonable practicable make an area safe or cordon off until repairs can be made. 
· Carry out general maintenance (including both routine preventative & reactive) duties within the College site as well as emergency cleaning in the absence of the cleaning staff; maintenance of those areas of gardens and grounds where outside contractors do not provide that function. Emptying of rubbish bins and removal of litter from all parts of the College. 
· Have an understanding of how the heating plant runs so that required temperatures and hot water are maintained. In the event of a system failure, liaise with the Estates Manager and contractors to book a repair.
· Assist with the operation and maintenance of the swimming pool by monitoring water quality and cleaning the pool; provide cover when the Pool Operator is absent. Pool Plant Foundation training will be provided as a minimum. 
· Site clearance for building access and safety in the event of flood, snow (gritting) or other emergency. Access to the school may be required outside the normal hours of opening.

· Porterage duties as required and particularly the laying out of furniture and other equipment for timetabled activities as and when required.  Co-ordinate weekend set-ups with the Assistant Caretaker and Weekend Caretaker.  Take deliveries and portaging of stores, materials and other goods. The Site Service team assist with the porterage of Boarders luggage.
· Co-ordinate facilities/equipment for the College and external functions, such as preparing rooms and equipment for use.  Ensure rooms are returned to back their normal function at the end of a function i.e. dining room suitable for boarder’s meals after an event has taken place.  

· Carry out car park duties for Open Mornings and other similar events, as well as assist with the preparation and set-up of the events. Set out areas as required for parents’ evenings, concerts, sports days etc.

· Ensure storage areas used by the Estates Team are kept in clean and tidy condition.  Assist the Estates Manager with the disposal of electrical and other waste from the site; whilst ensuring waste is removed in accordance with current regulations.

· Drive the School Minibus; for example, school trips and boarding activities in accordance with the College’s Minibus Policy and Hertfordshire County Assessment standards. Provide cover for the daily school run in the event of absence by the School Minibus Drivers. Be familiar with the Daily School routes. Carry out road-worthiness checks of the College minibuses, reporting any defects to the Estates Manager. Arrange collection and return of vehicles from external hires. Organise the delivery and collection to and from garages.
· Implement a programme for cleaning, condition checking and refuelling of the school minibus fleet in accordance with the Assistant Caretaker and School Run Drivers.
· Assist the Bursar in their capacity of Safety Officer and Estates Manager as Deputy Safety Officer with Fire Prevention and Fire Alarm maintenance as instructed, assist in carrying out routine fire drills, maintenance of extinguisher records and safety log books relating to the fire alarm testing (as required by the College’s Health & Safety Policy & Fire Regulatory Reform Act 2005).
· Carry out school based procedures in the event of fire, flood, breaking and entering, accident or major damage.

· Record and collect monthly meter readings for gas and electrical services.  Carry out routine emergency lighting checks and tests in association with the Site Services Maintenance staff.
· Replacement of light bulbs, fluorescent tubes & batteries for Dorguards in accordance within Health & Safety perimeters. Carry out periodic cleaning of vent axia’s and surface ductwork.
· Direct contractors and other trades people to the site of repair and maintenance work ensuring that the College’s Contractor Code of Conduct is being followed at all times and in line with Health & Safety Regulations. 

· Ensure that all drains and gullies are free flowing and clean. Clearing any small blockages should they occur. 
· Assist with the set-up and operation of the Theatre’s Tallescope; occasional stage hand duties such as “back cloth flying” for in-house theatre productions may be required. 
Holiday Arrangements
Holidays are to be arranged with reference to the other Site Services staff in such a way that ensures the needs of the College are met at all times. Holidays must be agreed in advance with the Estates Manager with sufficient notice of intention to take holidays given.  Holidays should be taken during College holiday periods, with no more than 10 working days’ holiday taken at any one time, except for over the Christmas holiday period where no more than 5 working days may be taken at any one time.
Other Duties

· To attend training courses as identified and agreed for appropriate development.
· Maintain consistent high standards of personal presentation in acting as an ambassador for the Site Services Team.

· Adopt a flexible and supportive style which will be essential to the smooth and seamless running of the caretaking provisions of the site.

· Any other duties thought reasonable by Line Manager, Bursar, Headmistress or any other member of the Senior Leadership team.
General

Owing to the presence of girls in the College, strict rules governing staff behaviour and, in particular, regarding access to areas of the College, are in place. Details may be obtained from the Bursar.
Training and Work Equipment 
The Senior Resident Caretaker will be expected to hold a current First Aid qualification, Pool Plant Foundation (as minimum), basic Manual Handling, Safe Use of a Tallescope, Fire & Evacuation Awareness Training.  The College will provide training or pay reasonable training costs where the need arises. “Everyday” work equipment and Personal Protective Equipment, if required, will be provided by the College.

Person Specification

Role: Senior Resident Caretaker
	Essential
	Desirable

	Education: 

· Be numerate 
· Good reading and writing skills
· Be able to interpret written and verbal instructions

· PC & Mobile Literate 

	Education: 

· Hold a Hertfordshire County Driving Certification
· First Aid Qualification 

· Hold a recognised Health & Safety Qualification

· Previous pool management experience 



	Skills:
· Excellent organisational skills
· Time & Attendance Management – be able to manage own time effectively and work to tight deadlines
· Demonstrate a flexible approach to working hours including weekends and call-outs 
· Line Management – ability to supervise and monitor others 

· Good communication skills and ability to work productively as part of a team

· Must be able to establish rapport and respectful relationships on all levels
· Ability to remain calm under pressure


	Skills:

· Demonstrate ability to resolve problems independently 
· Negotiate effectively to achieve the best outcomes

· Have the ability to manage difficult or controversial exchanges
· Customer care skills


	Experience: 

· Previous experience of caretaking and/or building maintenance/security 
· Ability to undertake DIY & handyman tasks
· Minibus driving experience 

· Hold a full clean driving license 


	Experience: 

· Previous Live-in experience 

· Held previous emergency response position 
· Held a position of responsibility

· Key-holding experience 
· D1 Category on license 



	Knowledge:

· Be able to complete forms, write reports and emails
· Be able to receive and exchange verbal and written information clearly

· Understand the role of others in and within the school
· Have an understanding of security systems, heating plant and other building systems 


	Knowledge:

· Demonstrate a clear commitment to develop and learn the role



	Other:

· Have a good level of general fitness and the physical ability to carry, lift and move loads on a regular basis. 

· Understand and implement Child Safeguarding Procedures
· Contribute to the development of the College 

	Other:

 


