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CENTRE FOR LEARNING
JOB DESCRIPTION

POST TITLE:
Caretaker

GRADE:
Grade C/D

HOURS/WEEKS PER ANNUM:

RESPONSIBLE TO:

Business Manager/Premises Manager
MAIN PURPOSE OF JOB:
Under the supervision of the Premises Manager to be responsible for the general security of the school premises. To assist with the maintenance of the premises, machinery and plant equipment. To carry out daily inspections of the premises to identify damage and/or vandalism and to report findings to the Premises Manager to help maintain the internal and external fabric of the school premises as a safe working and learning environment.  The post holder is expected to be sympathetic towards the pupils of the school, the ethos the staff have developed and to carry out their duties accordingly.

Duties and Responsibilities to include:

· Responsible for the general security of the school premises under the supervision of the Premises Manager

· Carry out key holder duties and respond to emergency call-outs

· Assist with the maintenance of the premises, machinery and plant equipment
· Carry out the supervision and allocation of work to a team of cleaning staff ensuring all cleaning is to a satisfactory level and undertake induction and instruction of cleaners

· Responsible for ordering a limited range of cleaning materials i.e. soap, towels etc
· Carry out daily inspection of the premises to identify damage and/or vandalism and report findings to Premises Manager

· Clear litter daily to ensure compliance with the Environmental Protection Act

· Carry out general maintenance duties to include; replacement of tap washers and ball valves; repair of door and window furniture; fitting of coat hooks, shelves and display boards; re-hanging of doors; carry out repairs/make good chairs and tables etc
· Maintain and repair glazing, maintain and  repair vinyl and ceramic floor and wall tiles, minor plastering
· Assist with grounds maintenance tasks to include; clearing leaves and litter; maintaining hard paved areas; treating pathways, steps etc. with salt, sand and grit

· Paint and decorate as required to maintain the fabric of the school both internally and externally

· Undertake other duties appropriate to the grade of the post
The job involves working from instructions, but making minor decisions involving the use of initiative. Problems are referred to a supervisor / manager. Little close supervision is necessary beyond that provided by working arrangements and methods.
Post holder maybe required to work outdoors for a proportion of the working week in all weathers. Post holder may be exposed to disagreeable working conditions e.g. cleaning up bodily fluids, working in confined spaces or with unpleasant /hazardous materials.

The job description outlines the duties required for the time being of this post to indicate the level of commitment and responsibilities expected.  It is not a comprehensive or exclusive list and duties may be varied from time to time which does not change the general character of the job or the level of responsibility.
The following list of tasks is not comprehensive and is a guide only to the level and type of work that may be required.

1. Structural tasks should only be undertaken following professional advice.

2. Electrical and gas maintenance and repair must only be undertaken by registered and qualified persons.

3. Maintenance tasks must be undertaken in accordance with Health and Safety requirements and the job holder’s capability and experience.

4. If the job holder or Headteacher has any doubts about the person’s ability in carrying out any maintenance tasks they should seek professional advice.

Ground Tasks:
Weeding hard paved areas, treatment of pathways, steps etc with salt, sand and grit, clearance of leaves and litter, maintenance of hard paved areas, cleaning of water receptacles, keeping drinking fountains in a sanitary condition.  Maintain flower/shrub beds, remedial cutting (hand machine only provided by the school).

Plumbing:
Replace tap washers and ball valves.  Repair/connect plumbing for washing machine etc, lagging of external and internal pipes.

Carpentry:
Replace door and window furniture, fit coat hooks, shelves and display boards, re-hang doors, repair/make good chairs and tables.

Decorating:
Painting and decoration at the direction of the Site Manager.

General:
Replace light bulbs, tubes, three-pin plug tops and fuses.  Maintain and repair glazing, maintain and repair vinyl and ceramic floor and wall tiling, minor plastering i.e. patching walls.
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POST:  Caretaker
	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE AND JOB KNOWLEDGE
	Understanding of basic maintenance work and the use of associated tools and equipment
Knowledge of Health and Safety at Work Act

	Understanding of security.

Previous cleaning experience within a workplace environment.

Previous caretaking experience.



	JOB RELATED ABILITIES
	Good D-I-Y skills.

Ability to work as part of a team and on own initiative.

Good interpersonal/communication skills.

Ability to develop and maintain good relationships with colleagues.

Flexible attitude, able to respond to emergency call-outs and any other extra work requirements.

Judgemental skills with the ability to identify straightforward solutions to job related problems and situations.

Good precision to operate hand tools and associated equipment and machinery.

	Ability to complete basic paperwork (sick forms, overtime etc).


	QUALIFICATIONS
	Literacy to follow written work instructions


	Recognised Building Trade Apprenticeship.- Painting, carpentry, Plumbing or Building Maintenance
Council minibus test certificate



	PHYSICAL REQUIREMENTS
	Ongoing physical effort is required to lift, bend and stretch and to carry furniture, equipment and supplies.

The post requires general awareness and sensory attention with periods of concentration for up to two hours whilst carrying out repair and maintenance work.

There will be occasional work related pressure from conflicting work demands with some deadlines and interruptions.
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