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	Post Title:

	Caretaker (Primary)
	Post No:
	JD08

	Department 

	[bookmark: _GoBack]Education 
	Grade :
	BEX05

	Responsible to: 

	Premises Manager

	Responsible for:

	Cleaning Staff 

	Functional links with:

	Visitors, staff, cleaners, building contractors

	
Main purpose of the job:

· Assist the Premises Manager to ensure the security, safety, warmth and cleanliness of the school premises, including maintenance of the site in line with agreed practices and policies

· Practice and promote fair and equal treatment of all staff, parents and pupils while carrying out the duties detailed in this job description

· Safeguard and promote the welfare of our pupils

· Movement of heavy goods



	
Major Duties and Responsibilities:

· To act as a key holder; routine locking and unlocking of school premises and grounds, setting alarms, reporting defects, preventing trespass and unauthorised parking. (No risk to staff, in line with agreed code of practice)

· Cleaning responsibilities include cleaning as required and in the absence of the Premises Manager the supervision, organisation and monitoring of cleaners, ordering cleaning materials, clearing of paths, drains gullies etc. and salting frozen paths

· Carrying out appropriate fire, safety and emergency procedures in the event of fire, flood, and breaking and entering

· Ensuring that premises, furniture, play areas, drains, boiler room, etc. are clean, tidy and safe

· Operating the heating plant to provide heating and hot water as required and checking ancillary electrical equipment and controls under the direction of or in the absence of the Premises Manager

· Reporting defects and carrying out minor repairs to furniture and equipment, both in and out of the school building

· Assisting with maintenance, cleaning and planting in the school grounds

· Porterage duties

	
Resources:

· Cleaning materials

· Resources

· Equipment 




	
Job Activities:

· Understanding, operation and maintenance of heating equipment

· Understanding and operation of security equipment

· Supervision of contractors on site

· Understanding and operation of emergency, fire and safety procedures

· Ensure litter is removed from inside and outside of the buildings

· Cleaning of all school areas, including accidents and spillage.  Assist the Premises Manager to ensure the security, safety, warmth and cleanliness of the school premises, including maintenance of the site in line with agreed practices and policies

· Assist with ensuring high standards of cleanliness and hygiene

· Maintain and replenish stocks of cleaning materials, paper towels, soap etc

· Ensure that cleaning materials are stored and used in line with COSHH requirements

· Be vigilant and monitor the condition of furniture and fittings inside and out.  Refer concerns to the premises manager or carry out minor repairs as necessary.

· Keep paths clear of ice, snow, and leaves to maintain access to school in the event of bad weather

· Move deliveries, equipment, furniture and equipment within the premises as required

· To undertake any other duties commensurate with the level of the post 



	Signed by:

	Post holder:
	Date:

	
	Line Manager:

	Date:

	
	Job Assessor: (if required)

	Date: 



The job description describes in general terms the normal duties which the post holder will be expected to undertake.  It is not an exhaustive list of duties and responsibilities and may be subject to amendment to take account of changing circumstances.  Any changes will be made following discussion with the post holder.
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	Qualifications, experience, competencies and skills

	Essential
	Desirable

	
· A range of skills including carpentry, decorating, plumbing, tiling and cleaning 

· Understanding of COSHH

· Experience in operation of security systems 

· Knowledge of CCTV and entry control systems 

· Able to demonstrate excellent customer service skills in dealing with students, staff, contractors and members of the public

· Basic IT skills

· Experience of leading, working within and motivating a team 

· Ability to work as part of a team

· Able to follow procedure and comply with school policies and statutory regulations

· Manual handling training

· Knowledge of cleaning machinery

· Experience and understanding of working in an educational establishment 

· Experience of working within the public sector 

· A City & Guilds / NVQ or equivalent trade qualification i.e. carpentry , decorating, plumbing
	





























	




































	Personal Attributes

	
	

	
· Ability to be pro-active with a team, working effectively with a range of styles and personalities

· Honesty, integrity and reliability in dealings with contractors and  service providers and management of the school buildings and access to valuable resources

· Confidence and assertiveness in dealing with staff,  students and the public, at all times 

· Willingness and ability to be adaptable and work flexibly, when required

· Ability to keep a good sense of humour and display resilience under pressure

	


















	

	Knowledge and skills

	
	

	
· Ability to relate well to children and adults

· Good numeracy and literacy skills

· Basic working knowledge of office technology, computer, video, photocopier

· Appropriate knowledge of first aid

· Previous experience of working with or caring for children of relevant age 

	












	













	Safeguarding children 

	
	

	
· Knowledge, understanding and commitment to safeguarding and promoting the welfare of young people

· Ability to form and maintain appropriate relationships and personal boundaries with pupils 

	






	

	Equal opportunities 

	
	

	
· Knowledge, understanding and commitment to equality, diversity and inclusion formed by practical experience and application
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