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Broadwater Down Primary School

Job Description
Job Title:

Caretaker
Grade: 

Kent Range 3   (£17,365 - £17,411 FT equivalent) 
Responsible to:
School Business Manager

	Summary of Job
	Be responsible for the maintenance of the school site and ensure the safety, security and sound condition of buildings, facilities and grounds

	Outline of main duties
	· Undertake all routine safety checks around the site, according to the prescribed timetable; to include fire safety, health & safety risk assessments and water hygiene (legionella) to ensure the safety of all people on the school site

· Maintain the security of the site, i.e. opening/closing the premises, including those for lettings when possible, fixing and reporting any problems, attending to all contractors visiting or working on site, liaise with our security firm for out-of-hours alarm call-outs, to ensure a safe environment and liaising with the School Business Manager and Headteacher as appropriate

· Liaise with the School Business Manager and Headteacher on priorities of maintenance and improvement work to ensure work is carried out in order of priority and liaise with contract cleaners to ensure the school’s needs are met

· Undertake general repairs and maintenance around the site, inside and out, including decorating, repairs to furnishings and buildings, including woodwork, to ensure a safe environment is maintained and the any materials purchased are a cost effective use of school funds

· Monitor the boiler and order oil supplies to ensure it is kept running on a day to day basis to meet the establishments needs

· Provide a porterage service for deliveries to ensure supplies are correctly handled and appropriately delivered, including checking against delivery invoices

· Create and maintain sound and accurate processes, procedures and records as required by the role
· Take monthly meter readings for gas and electricity to ensure invoices received are correct and budget monitoring is maintained

· Liaise with KCC and companies to secure quotations for works

· Undertake any other duties as may reasonably be required by the Headteacher

	This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of duties but sets out the main expectations of the post. 


Broadwater Down Primary School

Person Specification
Job Title:

Caretaker
	
	Essential
	Desirable

	Experience
	· Experience in DIY / practical skills
· Relevant technical knowledge (e.g. use of a range of basic tools and machinery)
	· Previous site management / caretaking experience

· Professionally recognised accreditation in a trade (e.g. carpentry, electrician, decorating)

· Previous experience of working in a school environment

	Qualifications or Training
	· Basic literacy and numeracy skills
	· General training certificates (e.g. COSHH, Working at Heights, Scaffold Erection, Ladders, First Aid, Legionella Awareness, Fire Warden)

	Practical Skills
	· Excellent practical / general maintenance skills
	· Understanding of Health and Safety issues (e.g. manual handling, working at heights, legionella, asbestos, COSHH, lone working

	Personal Qualities & Attributes
	· Ability to liaise with on-site contractors

· Able to work on own initiative and under direction

· Flexible approach to working practices and have ability to prioritise own workload

· Ability to maintain accurate and timely records as required, e.g. H&S & Fire Alarm checks

· Ability to work as a member of a team

· Ability to complete paperwork and cost materials / equipment

· Good communication and interpersonal skills
· Basic ICT skills

· Be prepared to take part in appropriate training

· Conscientious, Efficient, Flexible and Reliable
	


The school and all its personnel are committed to safeguarding and promoting the welfare of children and young persons. The post is subject to an enhanced DBS check and the Immigration, Asylum and Nationality Act 2006.
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