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ST ANSELM’S CATHOLIC SCHOOL

JOB DESCRIPTION: Caretaker 

GRADE/SALARY RANGE: KSB 


Person Specification

	
	Essential
	Desirable

	Qualifications
	Good general standard of education, preferably to at least NVQ2 or equivalent
	Hold GCSE Maths and English, or equivalent 

	Specific Skills, Experience and Knowledge
	Experience of disciplines including carpentry, plumbing, electrics, etc.
Awareness and understanding of Health and Safety regulations 
Basic computer functionality
Knowledge of Safeguarding children and young people and Child Protection
Experience of working with confidential information
	

	Personal Qualities
	Excellent record of punctuality and attendance
Excellent written and verbal communication skills
Able to remain calm under pressure, to prioritise work, to work effectively as part of a team and to accept change
Ability to relate to pupils, their parents/carers and staff
Exhibit flexibility, resourcefulness, initiative, adaptability, confidence
A passion for their work and responsibilities and continually looking at ways to improve service
Approachable and a good sense of humour
Willing to undertake relevant training to develop performance
Supportive of the School’s Catholic Ethos
	Desire and potential to progress to further promotion








Responsibilities

Under the guidance and instruction of the Deputy School Business Manager, the Caretaker will undertake repair, maintenance and caretaking activities of the school site to ensure the smooth running of the school and the safety, security and sound condition of buildings, facilities and grounds.

The keeping of buildings and furnishings in good repair and decorative order

· To daily, on arrival, inspect the condition of the site, take appropriate action to rectify any deficiency which poses a health and safety risk or restricts or has the potential to restrict the smooth running of the school and to check for break-ins or other defect of the site.
· To make regular tours of the site, noting and reporting on matters affecting the health and safety of persons on the site and the general smooth running of the facilities and as required by Health and Safety Regulations.
· To monitor, resolve and complete jobs raised on the school site desk computer systems.
· To undertake repairs and maintenance on furnishings, plumbing works, carpentry, buildings and fixtures and fittings to ensure a safe and functioning environment is maintained. 

Site security and safety

· To open and close the premises at designated times, and to be responsible for general security.  To carry out a daily check of the security of the buildings (latch windows, close doors, etc) and set alarms before locking up.
· To make regular tours of the site, noting and reporting on matters affecting the health and safety of persons on the site and the general smooth running of the facilities.
· Under direction of the DSBM, to undertake statutory checks, health and safety monitoring activities and risk assessments as directed.
· At times you may be required to, help co-ordinate, and supervise on-site contractors to ensure the smooth operation of all maintenance work on site.
· To help, in conjunction with the line manager, ensure the school site and maintenance /cleaning activities are compliant with all relevant Health and Safety legislation and regulation.
· To be a designated key holder with the alarm monitoring company and to attend out of hours call outs.

The cleaning of the school and safety of the site

· To keep the grounds litter free, including the immediate surrounds in Old Dover Road.
· To lock the “wheelie bins” in their security pens each night.
· To clean and ensure the tidiness of paths, drives and other hard surfaces within site.
· To keep paths, access points and entrances free of snow and ice, by treating them with grit/salt, to ensure safe passage.
· To undertake emergency cleaning (especially the toilets) 
· To support the Recycling Plan for the school, liaising with the DSBM.


General porterage and preparation of the school for functions and lettings 

· To be point of contact for external hirers, keeping logs of times on site. 
· Preparing facilities being used for hire: including setting up, cleaning, and breaking down of school equipment.
· To meet and greet hirers, welcome them to the school and show them the facilities.
· To lock up at the end of the evening/session, ensuring all hirers are off site and all areas tidy for school use the following day.
· To oversee general porterage of furniture and other items as required. At times this will involve assisting with setting up of the exam venues.

Other


· Caretakers are required to work overtime for weekend School Lettings on a rotation, approximately 1 per month.
· Undertake regular checks on school minibuses, reporting defects, along with completing regular cleaning of vehicles.
· At times you may be required to drive the school minibus, full training will be given.
· A Caretaker may be required to undertake any other reasonable tasks as required by the Headteacher
· To be able to drive the School Minibus to transport students to events/activities.
· To undertake regular cleaning of and complete regular checks on school minibuses.

This job description is current at the date shown, but, in consultation with the postholder, may be changed to reflect or anticipate changes in the job commensurate with the grade and job title.
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