Broadwater Down Primary School

Job Description

Caretaker – Kent Range 3 
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.
Responsible to Headteacher
Outline of Main Duties

1.Undertake all routine safety checks around the site, according to the prescribed timetable; to include fire safety, health & safety risk assessments and water hygiene (legionellae) to ensure the safety of all people on the school site

2. Maintain the security of the site, i.e. opening/closing the premises, including those for lettings, fixing and reporting any problems, attending to all contractors visiting or working on site, being the first port of call for out-of-hours alarm call-outs, to ensure a safe environment and liaising with the Headteacher as appropriate

3. Liaise with the 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
4. 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

5. Monitor the boiler and order oil supplies to ensure it is kept running on a day to day basis to meet the establishments needs
6. Provide a porterage service for deliveries to ensure supplies are correctly handled and appropriately delivered, including checking against delivery invoices
7. Take meter readings to ensure invoices received are correct and budget monitoring is maintained
8. 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. 
