Shaftesbury
General Information

	Job Title:
Unit/Directorate:
	Estates Operative
Shaftesbury Group 

	Reports To:
Supervises:                                          
	Cross-setting Site Manager/Estates Lead
Maintenance teams 

	Hours:
Salary:
	37.5 hours per week, 52 weeks per year
£26,500.00 

	
	
	Date:
	December 2025


Purpose of the Job

[bookmark: RANGE!A6]To assist with the maintenance of the buildings and equipment to ensure the smooth and effective running of the Centre. 

Main Duties 
 To support the Maintenance Team in the maintenance and repair of the buildings, fixtures and fittings. This will include maintenance of electrical, heating, plumbing and alarm systems.
  To support the day to day running of the swimming pool (where applicable). 
 To support the general running of the site including, but not limited to, moving furniture and equipment, grounds maintenance, cleaning drains, gutters, windows and roofs etc. ensuring site safety for all users at all times.
  To open and lock up buildings, as directed by the Site Manager/Estates Lead (may require early start / late finish rota) 
 To carry out maintenance checks to ensure site compliance, as directed by the Site Manager/Estates Lead. 
 To order and manage stock and equipment needed to maintain the H&S of the site, as directed by the Site Manager. 
 To be prepared to learn and improve skills relevant to the post, through in-house training and/or external courses (i.e. working at height, pool management, PAT testing). 
 To comply with all relevant Health and Safety procedures. 
 To be prepared to work at weekends if necessary, when advised by the Site Manager/Estates Lead. 
 To be prepared to work at other local sites. 
 To agree to work to all existing and future Shaftesbury Group / School policies. 
 To maintain the Christian aims of Shaftesbury Group 

Health and Safety

1. Comply with Shaftesbury H&S Policy and H&S legislation at all times
2. To contribute to and oversee the maintenance of safe and secure learning environments. This includes taking the appropriate action in the event of an emergency.
3. To read and understand site related risk assessments.
4. To take an active part in overseeing the compliance associated with vehicle safety.
5. To take an active part in compliance associated with swimming pools and associated plant.
6. A duty exists (under Health & Safety legislation) to take reasonable care for the health and safety of yourself and that of others. This implies taking positive steps to understand the hazards in the workplace, to evaluate and act to reduce the risks. It is expected that you comply with safety rules and procedures and ensure that nothing you do, or fail to do, puts yourself or others at risk.

Work Responsibilities

1. To provide high professional standards of record keeping and reporting in relation to compliance 
2. To participate in and undertake regular work-related audits 
3. To undertake all works to the required standards.
4. To be responsible for the monitoring of contractors on site and ensuring high standards of workmanship;
5. To liaise closely with the cross-setting site manager and Estates Lead on all reactive and proactive works completed  
6. [bookmark: _Hlk208847307]To regularly meet the Estates Lead on all works that will improve the image, functionality, operational or educational efficiency of the facility for staff, students and visitors;
7. To meet regularly with the Estates Lead to ensure that works allocated are completed within planned time scales , and that areas occupied by contractors/suppliers are left in good condition;


General Expectations

1. To attend work reliably and punctually and to follow a work pattern as required to fulfil the role which may include working overtime if the need arises;
2. To know where to access Shaftesbury group policies, to keep up to date with all procedures and policy changes and to be aware of and follow their contents;
3. To develop own practice through the supervision and appraisal process, ensuring your continuous professional development needs are identified and addressed;    
4. Use an appropriate level of confidentiality where personal information is involved with regard to both individuals in our care and employees;
5. To ensure that people with whom you have contact have equal opportunities, to acknowledge their individual differences and uphold their rights and responsibilities, including the right not to be discriminated against, as set out in law and by the Shaftesbury Group policies;  
6. To contribute fully to effective team working by striving to build and maintain positive relationships;  
7. To carry out, as and when required, any additional tasks and responsibilities as are reasonably compatible with this job description and its objectives.


Working Relationships:  
Internal- All staff across all levels 
External- Liaising with contractors and suppliers. 

Supervision Level: 
Weekly supervision with Site Manager and/or Estates Lead; 

Responsible for: 
Maintenance; health and safety monitoring & reporting; annual schedule of compliance and contractors; 

Working Environment: 
Office (for admin tasks) and varied environments across the site (for physical tasks).

This job description and person specification is not exhaustive and amendments and additions may be required in line with future changes in the post holder duties.

SAFEGUARDING

It is everyone’s responsibility to ensure that everything possible is done to protect individuals in our care from abuse of a physical, sexual, neglectful, financial or institutional nature.  This includes an absolute requirement to report any incident of this nature you witness, hear about or suspect.

EQUALITY AND DIVERSITY
The Shaftesbury Group is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of gender, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status, or pregnancy and maternity. 
The Shaftesbury Group aims to create and sustain an inclusive work environment which provides equality of opportunity for everyone and reflects the diversity of the communities we serve.  The post holder is required to uphold the Equality and Diversity policy and comply with the code of conduct which sets out our standards of behaviour towards those who use our services or work within them.
CHRISTIAN ETHOS AND VALUES
The post holder must carry out all duties in a manner which is consistent with The Shaftesbury Group values which are based on an inclusive Christian ethos.  
POLICIES AND PROCEDURES
The post holder must also maintain the policies, procedures and practices of the organisation and as far as possible, must ensure that all activities within the work setting are consistent with those values, policies, procedure and practices.
CONFIDENTIALITY
The post holder must ensure that any information relating to employees, service users and volunteers (future, current and past) is treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of the team or managers.

The Contribution of this Role:

The way in which this role is carried out will have a direct and highly significant effect on the quality of the entire service provided by the company, and bear directly on how well-equipped teams feel to carry out the jobs they are employed to do. You will therefore be making a very important contribution to other employees, to matters effecting individuals in our education settings and their experience with us, and to the reputation and achievements of all establishments and the Shaftesbury Group as a whole.  



[bookmark: _GoBack]Employee…………………………………………………………..Date………………………………………


Employer…………………………………………………………..Date…………………………………………
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	Essential
	Desirable
	Assessment Method

	Qualifications
	· Level 2 in English and Maths
· IT and literacy skills for maintaining accurate records 
· A willingness to be based at multiple locations and travel between sites. 

	· Professional trade qualifications (eg: electrical, plumbing, building, decorating etc.)

	A I D

	Knowledge / Experience 
	· Proven experience in estate or facilities maintenance 
· Knowledge of health & safety legislation, including Fire Regulations and other statutory compliance.
· Knowledge of building and grounds maintenance requirements and the necessary trade skills/experience to carry out a wide variety of maintenance tasks.
· Ability to supervise contractors effectively.
· Evidence of continued professional and personal development
· An understanding of safeguarding and a commitment to creating a safe environment.
· Excellent communication skills

	· Experience in educational or public sector estate maintenance .

	A I T

	Technical/
Work-based Skills
	· Computer literate with good working knowledge of word processing, spreadsheets and compliance management recording
· Practical general maintenance skills

	· Qualified to carry out Portable Appliance Testing
	A I T

	General Skills/
Attributes
	· A commitment to working with all staff and students and to improve and develop the Shaftesbury Education sites.
· Willingness to learn new tasks and undertake further training.
· A commitment to demonstrate high standards in all aspects of the work undertaken
· Able to prioritise and manage the workload under pressure. 
· Establish and maintain good working relationships and be an effective team member.
· An ability to show initiative and be able to work independently 
· Willingness to undertake continued professional development.
· Good practical problem-solving skills.
· Flexible approach to work and hours
· Willingness to work TOIL, including weekends, as necessary

	
	A I


Shaftesbury
Person Specification
	JOB TITLE:
	Estates Operative




Assessment Method Key: A = Application Form I = Interview T = Test D = Documentary Evidence
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This job description and person specification is not exhaustive, and amendments and additions may be required in line with future changes in the post holder duties.

SAFEGUARDING

Shaftesbury is committed to safeguarding and promoting the welfare of adult, young people and children and expects all employees to share this commitment and follow our safeguarding policies and procedures.

EQUALITY AND DIVERSITY

Shaftesbury is an equal opportunities employer and positively encourages applications from suitably qualified and eligible candidates regardless of sex, race, disability, age, sexual orientation, gender reassignment, religion or belief, marital status, or pregnancy and maternity. 

Shaftesbury aims to create and sustain an inclusive work environment which provides equality of opportunity for everyone and reflects the diversity of the communities we serve.  The post holder is required to uphold the Equality and Diversity policy and comply with the code of conduct which sets out our standards of behaviour towards those who use our services or work within them.

CHRISTIAN ETHOS AND VALUES

The post holder must carry out all duties in a manner which is consistent with Shaftesbury values which are based on an inclusive Christian ethos.  

POLICIES AND PROCEDURES

The post holder must also maintain the policies, procedures and practices of the organisation and as far as possible, must ensure that all activities within the work setting are consistent with those values, policies, procedure and practices.

CONFIDENTIALITY

The post holder must ensure that any information relating to employees, service users and volunteers (future, current and past) is treated in strictest confidence and must be discussed only within the confines of the work setting with the appropriate members of the team or managers.

HEALTH AND SAFETY

The post holder must be familiar with Shaftesbury Health and Safety policies and guidelines.  All work should be undertaken so as to be consistent with these, and so as to ensure own health and safety and that of others affected by their work.
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