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JOB DESCRIPTION

Job Title: Caretaker

Responsible to:  Administration Health & Safety Support

Grade:  KR3 (Thanet & Dover) 
Location:   Various sites –Enterprise Learning Alliance

	Summary of Job:

Ensure the security of the establishment and provide a cleaning and general maintenance service.



	Outline of Main Duties:

1. Maintain the security of the premises by opening and closing premises at base site (including times for lettings), checking and replacing CCTV Cameras (where applicable), repairing doors, latches and fences to maintain a safe environment and ensuring the site is always secure.


	2. Undertake the general cleaning of some parts of the establishment and cover for any absence of the cleaner i.e. dusting, vacuuming, cleaning toilets, emptying bins, etc., to ensure a tidy environment is maintained.



	3. Ensure outside areas are kept free from litter, sweeping leaves, emptying bins, etc., to maintain a clean and tidy environment.



	4. Undertake general repairs and maintenance around the site, inside and out, including changing light bulbs, clock batteries, door locks, woodwork, decorating, to ensure a safe environment is maintained. 



	5. Maintain the decorative order of the building, undertaking painting and decorating to ensure the building is of good decorative order and presents a welcoming and professional image to all employees, pupils and visitors.

	6. Be responsible for contact to external companies where work is required to be undertaken and to ensure work is completed to an acceptable standard.

	7. Maintain adequate supplies of cleaning materials and supplies (bulbs, batteries, etc), re-ordering when needed, to meet the establishments needs.



	8. Organise furniture and classroom layouts for meetings and training sessions.

	9. Be responsible for checking the heating systems and boiler and adjusting these as necessary as well as liasing with KCC approved companies when / if issues arise.

	10. Undertake all safety checks including water checks, fire safety checks, electronic PAT testing and ensure the building and equipment is of a legally acceptable standard.

	11. Provide support for the Cleaner, ensuring the necessary work is carried out, that they know and follow health and safety procedures, and assisting where necessary to maintain a safe and tidy environment.



	12. Be responsible for the centre cars and minibuses, ensuring they are serviced, undergo weekly checks and have sufficient fuel.

	13. Ensure the garden and surrounding areas are neat and clean at all times and that the external area of the school presents as a good example of the core values of the Centre and promotes the Centre positively in the local community.

	14. Act as key holder for out of hours contact (where appropriate), to ensure any 

      problems are dealt with quickly and efficiently.



	15. Liaise with centre managers to ensure health and safety is followed, and to provide reports highlighting issues. 


Note: Where a job holder carries out duties which are not included in the Main Duties above, these can be attached to this Job Profile.

It is recognised that some job holders may not carry out all the Main Duties in their particular place of work

Person Specification:

1. Ability to maintain high standards of professional behaviour and to evidence a history of taking pride in their work.

2. To be physically fit and able to undertake manual lifting and handling as well as be able to work at height.
3. Experience of dealing with the public.

4. Experience of maintaining professional boundaries whilst still have the inter-personal skills to engage appropriately with challenging young people.

5. Experience of general maintenance, painting and decorating and gardening.

6. Experience of car maintenance.

7. Able to evidence a high level of attendance and punctuality.

8. Ability to work independently as well as part of a team.

9. Ability to think creatively, be pro-active and communicate in a timely and clear manner with colleagues.

10. Willingness to undertake training as required in order to fulfil elements of the role where training issues are identified.
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