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Job Description
Caretaker (Band 4)









 






















Caretaker (Band 4)
[bookmark: _hwbexe2x96k2]Job Purpose: To ensure the effective day-to-day operation, safety and security of Trust premises, supporting the delivery of high-quality facilities services across all schools.
Post Title: Caretaker
Responsible to: Senior Caretaker/SBM/Headteacher	
Workplace: Pele Trust Schools
Manager Level: N/A
Band: 4
Job reference: S1129

Resources

	Staff
	Supervision of cleaners where applicable

	Finance
	Order equipment and materials and assist in the monitoring of premises budgets and, where appropriate, capital funding

	Physical
	Shared responsibility for the careful use of tools and equipment. Assist in stock control and ordering. Site security, building, grounds, vehicles and equipment maintenance. School minibus when driving.

	Clients
	Internal (Staff, Pupils, Governors and Directors). External (Contractors, Public, Emergency Services, local agencies and businesses)



Duties and Key Result Areas

Duties and Key Result Areas:
 
· Monitor and contribute to the cleanliness of the school buildings and furnishings. Delegate work to Trust cleaners, provide guidance and training and motivate cleaning staff to safely achieve the school’s high expectations. Carry out cleaning tasks as required or allocated.
· Ensure that adequate stock levels of janitorial equipment and chemicals are maintained.
· Arrange for the disposal of refuse.
· Take delivery of stores, materials etc. and storing them securely, arranging for the goods to be promptly transported wherever they may be needed within the schools.
· Ensure the security of the school buildings when on duty including key-holding.
· Assist the Senior Caretaker or School Business Manager by organising and supervising the work of others, especially contractors and cleaners, and provide practical assistance when required. Ensure their work complies with current Health and Safety legislation and complete relevant forms (e.g. HSC1 and contractor inductions.)
· Support other facilities staff in their training and development of cleaners, carrying out staff appraisals and reviews where appropriate.
· Be jointly responsible for efficiently controlling heating and lighting of the premises as part of a programme of energy saving measures, including necessary frost precautions and report on the system operation and any failures to the Senior Caretaker. Ensure the satisfactory routine maintenance and repair of the boilers and associated equipment. 
· Record and monitor water and energy usage and report any discrepancies to the Senior Caretaker.
· Promptly respond to and carry out remedial actions for breakages, spillages and similar hazards. Arrange for emergency repairs with contractors and, where necessary, log and report to the Senior Caretaker or Business Manager other jobs that require the attention of outside contractors. Admit contractors employees to the premises, carry out inductions and direct them to their job location.
· Perform minor permanent and/or temporary repairs (e.g. electrical, mechanical and structural) to buildings and equipment as required. PAT test appliances where training and equipment allows.
· Carry out remedial cosmetic painting and painting and decorating projects.
· Carry out appropriate procedures in the event of fire, flood, breaking and entering, accident or major damage.
· Carry out regular inspection and preventative maintenance routines of buildings and ancillary equipment, (e.g. convector heaters, lighting and diffusers, doors, windows etc.) and implement repairs as necessary.
· Carry out and log statutory routines, (e.g. legionella prevention, fire alarms, fire extinguishers, fire doors, RCDs, emergency lighting, fire drills etc.) and carry out remedial works or escalate major repairs to the Facilities Manager.
· Ensure that all hard play areas, paths and drives remain free from litter and that all ground drains and gullies are free flowing and clean.
· Clear pathways of snow and apply salt when required.
· Safely set out and clear furniture for assemblies, breaks and exams on a daily basis.
· Safely deal with and/or report to the Premises Manager any trespass, theft or unauthorised parking of vehicles on the premises.
· Be prepared to attend any training courses, which would aid the future development of the post holder.
· Safely perform your duties, controlling risk for all tasks that you perform and protect others from harm. Report any near misses and Health and Safety concerns to the Premises Manager.
· Undertake driving duties as and when required, including deliveries to other Trust sites and school runs.
· Such other duties as may be determined from time to time within the general scope and grade of the post.


 Safeguarding 

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.  You are therefore under a duty to use the school’s procedures to report any concerns you may have regarding the safety or well-being of any child or young person.

The duties and responsibilities highlighted in this Job Description are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and extent of the post and the grade has been established on this basis.

Work Arrangements

	Transport requirements
	Able to travel between sites within the Trust if required.

	Working patterns
	Working patterns will usually be fixed and may be between the hours of 0700 and 2000.  Flexibility will be required to meet the needs of the school at core times (e.g. parents evenings, school holidays).  

	Working conditions
	Mainly indoors. 
Some outdoor work including snow clearance and gritting in winter conditions. Some exposure to cleaning agents, lubricants and other chemicals and oils within controlled circumstances. 
Occasional unpleasant and hazardous contact. Some exposure to bodily fluids
Working at heights.. 
Heavy repeated moving and handling duties.





Person Specification

Key to assessment methods; (a) application form, (i) interview, (r) references, (t) ability tests (q) personality questionnaire (g) assessed group work, (p) presentation, (o) others e.g. case studies/visits


	Specification
	Essential
	Desirable 

	Knowledge and Qualifications
	Knowledge of a broad range of practical tasks associated with a caretaking environment together with the operation of associated tools and equipment.
Knowledge of buildings maintenance
Knowledge of working within Health and Safety legislation and carrying out risk assessments
Knowledge of sustainability
Knowledge of Health & Safety legislation
Numerate and Literate to GCSE or equivalent in English/Maths
	Health & Safety qualification
Qualification in relevant trade
British Institute Of Cleaning Science Certificate of Proficiency (L1) or equivalent.


	Experience
	Previous relevant experience in a similar or related role.
Supervision of cleaning staff.
Working with young people and/or the general public
Cleaning work
Managing own workload
Managing a small team
Use of relevant machinery and equipment
Use of hand tools
	Relevant experience in a caretaking environment.

	Skills and Competencies
	Proficiency in a range of maintenance skills including decorating, re-fitting door furniture, patching holes, basic repairs to furniture etc.
Ability to be proficient in the use of hand tools and carry out basic joinery tasks.
Literacy skills sufficient to read technical texts and write clear instructions; Numeracy skills sufficient to undertake basic arithmetic functions
Ability to understand diagrams, maps and plans.
Strength, dexterity and co-ordination to use a range of hand tools and cleaning equipment and to carry out repeated heavy lifting and handling.
Ability to plan and organise staff and resources, including effective use of own time.
Resourceful and works with initiative and without supervision.
Listens, consults others and communicates clearly.
Customer care skills.
Appropriately follows instructions to achieve set objectives.
Reliable and keeps good time.
Committed to the provision of quality services to achieve customer satisfaction.
Adapts to change by adopting a flexible and cooperative attitude.
Supportive and adapts to team working.
Ability to supervise others and lead by example.
Ability to prioritise work to meet multiple deadlines.
Basic IT skills (e-mail and basic Excel and basic Word)
Demonstrates integrity and upholds values and principles.
Promotes equal opportunities and anti-oppressive practice in all aspects of work.
A willingness to undertake job related training.
Ability to make good decisions when alone in stressful and emergency circumstances.
Ability to safeguard and promote the welfare of children including motivation to work with children, forming and maintaining appropriate relationships and personal boundaries with children and young people, emotional resilience in working with challenging behaviours and attitudes to use of authority and maintaining discipline.
	Ability to demonstrate proficiency in a range of maintenance skills e.g. plumbing, joinery, trowel trades, putting up shelves, painting and decorating.

	Physical, Mental and Emotional Demands
	Work from a standing position, need to walk, bend, regularly lift, carry and move heavy weights and large quantities of furniture.
Short periods of concentration dispersed throughout day, week and month.
Regular pressure from deadlines, interruptions and conflicting demands.
Some emotional demands from contact with pupils and the public.
Mainly indoors but with some external work and some exposure to unpleasant conditions such as toilet areas and occasional controlled contact with hazardous materials and unpleasant environments.
	

	Other
	No disclosure about criminal convictions or a safeguarding concern that makes applicant unsuitable for this post.
	

	Skills and Competencies
	Effective ICT skills 
Can work as a member of a team, understanding their role in the classroom and associated responsibilities.
	Understanding of codes of practice and recent relevant education policy


	Other
	Willingness to participate in training and personal development
	N/A
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