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Ralph Allen School Role Description

	Role title


	Housekeeping and lunchtime team leader

	Grade


	NJC AP&T Grade O, points 17 - 19
Factor 46.6 (all INSETs + 10 days in the holidays)

	Date
	September 2017

	1.  Role purpose
	To carry out the following duties:

· Supervisory responsibility for managing the team of Housekeeping Assistants and Lunchtime Assistants 
· Ensure that the school is cleaned to a satisfactory standard

· Quality control

· Stock control

· Preparing rotas

· Cleaning duties

· Carrying out risk assessments for staff

· Training

· Facilitating any lettings during evening hours
· Provide supervision of children during the midday break, as required to ensure their safety, general welfare and proper conduct


	2.  Principal duties and responsibilities
	· To undertake cleaning as required.

· To be responsible for the general tidiness of outside areas.  The removal of graffiti where appropriate.  Collection of litter; sweeping paths.

· To organize/ clear up and clean, where appropriate, spillages, sickness and other unfortunate emergency matters.

· To set out/put away furniture etc as required daily and for examinations and other special events.

· To take delivery of stores, materials and other goods and to ensure adequate supplies of cleaning materials (where required) are available at all times in conjunction with the energy conservation scheme.

· To attend to minor items of maintenance, painting and decoration.

· To prepare rooms for use as required.

· To refer maintenance work required at the establishment to the Premises Manager and to escort contractors and others to sites of repair and maintenance work.

· To maintain records and to complete paperwork/returns as required with the appropriate authoritative signature.

· To operate all plant and equipment to ensure maximum efficiency with special regard to energy conservation and to regularly inspect equipment to ensure it is clean and in safe working order.  Defects in machinery should be reported to the Premises Manager.

· To deal with written/oral/email and telephone enquiries and requests from school staff, parents, contractors and members of the public in a helpful way.

· To oversee supervision of students on the school field, or other areas of the school.
· To take such steps that are necessary when students are ill, carrying out minor first aid and summoning any assistance needed with injuries or illness.
· To be responsible for the supervision of students immediately before, during and after lunch.  This includes students who have a school meal as well as students who bring their own food.
· To assist in ensuring the team's services are responsive to community needs and that equal opportunity and health and safety issues are identified and addressed effectively
· To assist in ensuring effective external and internal working relationships are established and maintained with organisations and agencies relevant to the work of the lunchtime supervision team.
· To ensure effective and accessible communication with staff and students, service users, the general public and others as appropriate, including by use of computer, email, etc.
· To carry out such other duties as are required and as commensurate with the grade of the post.
Daily tasks

The daily tasks to be carried out include:

· Check showers and hot taps

· Check all lettings – with your team, set out and put back furniture where necessary

· Assist in the set out chairs and tables in hall as necessary

· Check cleaning – prioritise work to be done (with Premises Manager)

· Check classrooms have the correct number of tables and chairs

· Chewing gum to be removed

· Graffiti to be removed

· Cleaning

When required, you may be asked to assist with the following:

To be responsible for the opening of the premises.  To assist in finding a suitable keyholder to cover for periods of annual leave in liaison with the Premises Manager.  To be responsible for locking the premises.

To provide safe pedestrian access especially during inclement weather, such as clearing snow, laying sand/salt on icy paths.

Additional duties and responsibilities

· To be trained as a school first aider and to take part in whole school duties as required.

· To form part of a cohesive team offering support services to all Ralph Allen students in a variety of ways.

· Promote and safeguard the welfare of children, young and vulnerable people that you are responsible for or come into contact with.

· Be aware of and support difference and ensure equal opportunities for all.

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

· Establish constructive relationships and communicate with other agencies and professionals, including via computer when relevant.

· Self-evaluation of all the above will be carried out as a continual process.

· The postholder will carry out any other duties that might be considered to be commensurate with the post, as required.


	3.  Dimensions (in quantitative terms, the key areas on which the job has an impact)
	Staff of the school as necessary.  Contractors’ staff.

Community groups who hire the school premises out of school hours.
Students of the school.

	4.  Organisational relationships
	I. Accountable to the Governing Body and Principal

II. Report to the Premises Manager in all matters

III. General and day to day supervision received from the Premises Manager

IV. In charge of the team:  School Business Manager



	5.  Physical Effort
	Considerable physical effort is involved in this post.  Cleaning work involves bending and stretching, using heavy equipment.

Lifting and moving school furniture such as chairs and tables.

If required, locking up the school involves covering the large school site, often in the dark.
Cleaning tables and floors.  Moving/ putting away tables and chairs.  Lifting and carrying a variety of sports equipment.



	6.  Working Environment
	Working in a large secondary school.  During periods of supervision outside there will be an expectation that the postholder will be exposed to heat and cold which on occasions, for example adverse weather conditions, may be higher than normal.



	7.  Person specification
	Qualifications and Experience
· Previous relevant experience/technical qualifications an advantage, but not essential.

· Inter-personal skills and the ability to get on with all members of the school and in particular with the members of the cleaning team.
Essential

· Ability to work required hours of post




· Good timekeeping







· Ability to work alone







· Inter-personal skills and the ability to get on with all members of the school 
· Good communicaton skills

· Ability to effectively manage a team

· Computer literacy: ability to use a computer for internal and external emails, record-keeping, etc.

· A positive work ethic and ability to problem solve and work under pressure to tight deadlines.

· Good interpersonal literacy and numeracy skills with the ability to work as a member of a team.
· Enthusiasm for education and working in a school with students.
Desirable

· Previous relevant experience
· Driving Licence

	8.  Additional information
	Conditions of Service: 
· This job description only contains the main accountabilities relating to this post and does not describe in detail all duties required to carry them out.

· The postholder will at times have access to information of a confidential nature and it is essential that the successful applicant is aware of the need for discretion.

· The postholder will at all times carry out his/her duties and responsibilities with due regard to the Governors' support of and commitment to Equal Opportunities Policies.

· The postholder will be expected to undertake any appropriate training provided by the school to assist them in carrying out any of the above duties.

· The postholder will be required to promote, monitor and maintain health, safety and security in the work place.  To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to.
· You may be required at times to work at other Palladian Academy Trust schools.
· This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  A satisfactory enhanced Disclosure and Barring Service Certificate is required for this post prior to commencement.  The postholder will be expected to contribute to the protection of children as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager.


