[bookmark: _GoBack][image: https://lh5.googleusercontent.com/muAEF2f7mzyQNB7ZYBXm_P3Bvl3ckvl-AnnyqceH0hgQ-Om39KzfDbsClduZ2M7nESMokWggFSpIrkemCgq6hLJzkrm91HQKlgbsNP28nmuBPK5tDjsTHPCk3MEJag]								       
  JOB DESCRIPTION 

	Post Title:

	Assistant Caretaker (Primary)
	Grade : 
	BEX05

	Responsible to: 

	Premises Manager

	Responsible for:

	N/A

	Main purpose of the job:


	
· Assist the Premises Manager / Caretaker + to ensure the security, safety, 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
· To be a designated key holder for the school, alongside the premises manager and caretaker responsible for responding to out of hours call outs
· Safeguard and promote the welfare of our pupils
· Undertake daily and weekly tasks in line with compliance and best practices ensuring that the school grounds is a safe working environment for staff and pupils, and welcoming to all visitors
· To be a vital positive member of the site team





	Duties and Responsibilities:


	
· To act as a key holder; routine locking and unlocking of school premises and grounds, setting alarms, etc.
· Carrying out responsibilities in line with planned preventative maintenance clearing of paths, drains, guttering, gullies etc.
· 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 or Caretaker
· 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	
· 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 school areas as when required alongside in house and external cleaners, including accidents and spillages.
· Assist with ensuring high standards of cleanliness and hygiene.
· Replenish cleaning/Toiletries materials from stock, paper towels, soap etc.
· Ensure that cleaning materials are stored and used in line with COSHH requirements.
· To distribute Milk and fruit to class rooms
· 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.
· In the Event of adverse weather condition to Keep paths clear of ice, snow etc. in line with the school’s adverse weather action plan.
· Move deliveries, equipment, furniture within the premises as required
· To undertake any other duties commensurate with the level of the post
· To work across the Trust schools to meet the needs of the business when required 
· To be a vital positive member of the site team with a proactive approach to working alone or in a team
· To supervise and monitor cleaners and cleaning




	p


	
Safeguarding 

· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies including the recording and reporting as per the policy and procedures of the Trust
· Promote the safeguarding of all pupils in the school


	Signed by:

	Post holder:
	Date:

	
	Line Manager:

	Date:

	Last review date 
	January 2024


	Next review date
	January 2025




Please note: this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.
This job description may be amended at any time in consultation with the postholder. 
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PERSON SPECIFICATION    

	Qualifications and training 


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


	Experience 


	
· Experience of leading, working within and motivating a team 
· Experience and understanding of working in an educational establishment 
· Experience of working within the public sector 


	Skills and knowledge 


	
· 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 
· Able to demonstrate excellent customer service skills in dealing with students, staff, contractors and members of the public
· Basic IT skills
· Ability to work as part of a team
· Able to follow procedure and comply with school policies and statutory regulations
· Knowledge of cleaning machinery


	Personal qualities 


	
· 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
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