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Job Description


Post Title: 		Caretaker

Grade: 		YT5 – YT7 (£24,826 - £25,916 FTE)

Responsible to:  	The Executive Headteacher, Business Manager

Location: 		BCAP


Primary Purpose:  To undertake the duties of School Caretaker as directed by the Executive Headteacher and School Business Manager

Principle Responsibilities:  To be responsible for all areas of school site maintenance as specified below.  Primarily to arrange open and close of the school to facilitate school lettings.  This will involve out of hours and weekends.  Other main duties include water flushing as specified and occasional cover for site staff.


1. Security of Premises

AM	
Unlocking all necessary gates and doors
Check that nothing has been disturbed in the building
De-activate burglar alarms where necessary

PM
Check all windows are closed, lights switched off
Activate burglar alarms where necessary
Store all ICT equipment as directed according to current security requirements

2. Porterage

Movement of furniture, materials and equipment
Directing contractors to areas for maintenance work
Replenish supplies ie. toilet rolls, soap etc

3. Cleaning

The cleanliness of open areas and drives except those by Grounds Maintenance
Contract. Clean drains/gutters/windows
Removal of refuse to the designated area
Clean and make safe spillages as requested
Ordering of cleaning materials where appropriate
Maintenance of cleaning materials where appropriate 

4. Supervisory Duties

Supervise and monitor work carried out by outside contractors
Completion of letting sheets
Completion of water flushing records if necessary


5. Heating

Be responsible for ensuring that the building is adequately heated
Be responsible for bleeding radiators, cleaning jets
General duties: cleaning the boiler house. Attention at weekends during the heating season to check for burst pipes and radiators, arranging for emergency services to be contracted if a fault occurs on a heating plant.

6. Lighting

Responsible for ensuring that lights work satisfactorily, replacement of defective bulbs, tubes, diffusers and starter switches
Cleaning of light fittings, diffusers etc., including stores and re-ordering of stores

7. Use of Buildings Outside Normal School Hours (Lettings and Contractors)

Preparation and opening including, where necessary, movement of furniture and equipment Restoring rooms used to a specific standard
Securing premises

8. General Duties

Minor repairs, extent and level to be agreed
Minor improvements, extent and level to be agreed
Checking and reporting maintenance items in respect of the fabric of the building and the contents, including faults on fire appliances and replacement of broken glass
Clearing snow from pathways and entrance during inclement weather
Responsible for knowledge of controls for gas, water and electrical services
Test fire call points, emergency lighting and know evacuation procedures in the event of emergencies

Hours of Duty

Predominantly school lettings after 6pm weekdays plus Saturday and Sundays
Cover duties during staff absence in normal school hours

Total hrs per week = 37 hrs
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Person Specification - Caretaker

Qualifications

· NVQ Level 1 or equivalent in relevant discipline
· Good literacy and numeracy skills
· A full driver’s licence

Knowledge and Experience

· Knowledge and understanding of relevant policies/codes of practice – Health & Safety
· Ability to use a range of tools and equipment ensuring safe handling and storage
· Basic IT knowledge is desirable, including Microsoft Office programs such as Word, Excel and Outlook

Skills and Abilities

· Ability to communicate clearly at all levels with internal and external personnel, contractors and suppliers
· Plan and manage own workload
· Ability to undertake main duties and responsibilities with limited access to School Business Manager

Personal Qualities

· Highly motivated with high expectations, a positive attitude and a good sense of humour
· Excellent self-management skills including the ability to plan and organise one’s time effectively
· The ability and willingness to work in partnership with other members of the school team including other caretakers across the Trust
· A high level of personal integrity and flexible approach to responsibilities
· An approachable professional who responds well to others and is able to offer constructive advice
· Ability to relate well to children and adults
· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these.
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