BURNT OAK PRIMARY SCHOOL
MEDWAY COUNCIL
JOB DESCRIPTION

Designation:


Assistant Caretaker
Department:


Education 

Responsible to:

Site Manager / Business Manager
Grade & Hours:

D1 – 37 hours per week / 52 weeks per annum  

Main Purpose of Job

To assist the Site Manager in providing a clean and safe environment for users of the school buildings and grounds.
Work hours may be subject to variation and call out at weekends and unsocial hours on occasion. 
Responsibilities

· Grounds maintenance duties including care of all planted areas.
· Security of the school's buildings and grounds including opening and closing of the site including school holiday periods. (Breaches of security to be reported to the necessary authorities).
· General porterage duties including movement of furniture and equipment within Health and Safety guidance, ie Manual Handling Regulations. 
· Handyperson duties which include repairs to furniture and fixtures and decorating tasks ie minor repair work and painting.
· Adhoc cleaning of areas of the school buildings and grounds according to requirements which could include the use of powered equipment.
· Supporting the Site Manager in maintaining the school buildings, and grounds are in a safe and clean manner, including general tidiness of paths and playgrounds.

· Supporting the Site Manager in facilities management by record keeping.
· Deputise for the Site Manager when required.
· Ensure that any breaches of Health and Safety are reported.
· During the absence of the Site Manager, the postholder will be required to liaise with contract cleaners to ensure maintenance of satisfactory standards.

Note

· The use of powered equipment may be required.

· Duties will vary between term and closure periods.

· All duties must be carried out within the codes of practice of the School Health and Safety Policy.
Financial Accountabilities

· The postholder has no financial responsibilities.
Organisation
· The post is based and will be working within the school site.
· The postholder may be required to undertake additional tasks and will be expected to work on their own initiative depending on the nature of what is required, eg repairs to broken windows, gritting paths, moving equipment etc.
· The postholder will have regular contact with staff, pupils, parents, customers and contractors and therefore will be required to have an enhanced DBS check.
· The postholder will be provided with suitable (including personal protective and safety) clothing which they will be expected to wear.
General duties / Responsibilities 

Safeguarding and promoting the welfare of children is every employee’s responsibility. Everyone at Burnt Oak Primary School has a role to play in safeguarding pupils. In order to fulfil this responsibility, all staff should make sure their approach is always child centred. Staff will follow school policy with regard to all safeguarding matters at all times.

Person Specification
Skills and abilities:
· Ability to work effectively with minimum supervision.
· Ability to prioritise and manage conflicting work-loads and achieve deadlines.
· Ability to communicate effectively with people at all levels.
· To respond quickly and effectively to emergencies or disruptions.
· Practical aptitude of buildings and grounds maintenance.
· Ability to work alone and as part of a team.
Education and experience:
· A good standard of education.

· Proven site experience, preferably though not essentially within an educational establishment.
· Understand the implications of the Health and Safety at Work Act 1974 amendments (Management of Health and Safety) 2006.
This job description is subject to review by the Headteacher in consultation with the postholder as appropriate to the changing needs of the school.
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