

Draft Job Description : 
 Service-wide Senior Caretaker 
	Grade: 
	KR 6 (£20,585 – pro-rata)

	Responsible to:
	Business & Finance Manager


Purpose of the Job:

· Be responsible for the security, caretaking, cleaning, general maintenance needs of the premises across the service.
Relationships:
· The postholder is responsible to the Business & Finance Manager (or other members of the Executive Leadership Team (in the event of Absence of the Business Manager).
· The postholder will undertake their duties, liaise with and keep informed staff in relation to all matters that relate to the designated role.
· The postholder will apply knowledge and experience in all actions and tasks undertaken as well as within agreed frameworks as required by the scope of the service. 
· The postholder acts in consultation with professional colleagues including representatives from schools and other external bodies as required.
Main duties and responsibilities:
· Undertake general repairs and maintenance around the establishment, inside and out, including plastering, decorating, repairs on furnishings and buildings, including woodwork to ensure a safe environment is maintained.  Storing and maintaining resources to facilitate such works along with cleaning supplies and equipment. 
· Arrange emergency repairs under appropriate guidance 
· Oversee onsite maintenance contractors, checking that work is completed to required standards and within required timescales

· Arrange and record regular maintenance and safety checks
· Maintain security of the site i.e. opening and closing of the premises including those for lettings, checking and updating and CCTV recordings (if relevant), fixing or reporting any problems, attend to all contractors visiting or working on site, to ensure a safe environment and liaising with line manager as appropriate.

· Ensure the contract cleaners carry out their tasks covering for any absences, in general cleaning i.e. buffing wooden floors, cleaning toilets, to maintain a tidy appearance.

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

· Procure quotes for routine maintenance work on school premises

· Contribute to the management of the premises budget

· Take meter readings from appropriate sites around the premises to assist in ensuring invoices received are correct and budget monitoring is maintained.

· Assist in the setting up and tuning of TV’s and such equipment to enable  this to be used when needed.

· Monitor and process timesheets and lettings arrangements ensure invoices are correct before passing them on for payment.  

· Operate and regularly check and record these on systems such as but limited to; heating, cooling, lighting, air conditional, water management and security (including CCTV and intruder / fire alarms)

· Monitor materials and stock and/order supplies

· Undertake general portage duties, including moving furniture and equipment at each Hub and across as required across the entire service

· Perform duties in line with health and safety regulations (COSHH) at the sametime ensuring the service compliance monitoring is updated, along with regular reviews and update to the risk assessments. Taking action where hazards are identified, report serious hazards to line manager immediately. 

· Undertake regular health and safety checks of all buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules.
· Assist in future planning and resourcing, keeping abreast of relevant legislation and advising on, and working towards, the implementation of continuous improvement in the service’s existing site provision
· Handle small amounts of cash for the purchase of materials to carry out repairs.

· Individuals in this role may also undertake some or all of the following:

· Ensure the operation and maintenance of specialised equipment following training, for example sports/theatrical equipment

· Provide training on health and safety issues to other staff

· Facilitate lettings and carry out associated tasks, in line with local agreements
Other Responsibilities 

· To take care of their own safety and that of others, complying with the Lone Working Policy in order to manage risks.
· To undertake constant assessment of risk when working in different environments using all relevant KHNES paperwork.
· To attend monthly supervision sessions.

· To undertake additional duties as required, commensurate with the level of the job.

Other Requirements Associated with the Role

· Ensure that personal vehicles are insured for business use, so that the transportation of young people to the relevant educational venue is covered.

· Staff must hold a clean and valid driving licence.

· Staff must be First Aid trained.

· All staff must commit to Equal Opportunities and Anti-Discriminatory Practice.

· The post-holder is expected to familiarise themselves with and adhere to all relevant service policies and procedures.

· Undergo any training or instruction to enable them to work competently and safely.

Generic Responsibilities:

· To comply with all relevant Safeguarding procedures. 
· To participate in staff meetings as required.
· To ensure that relevant service policies are reflected in daily practice.

· To liaise with outside agencies and contractors when appropriate.

· To support the Executive Head Teacher in promoting the ethos of the service.

· To promote equality as an integral part of the role and treat all with fairness and dignity.

· To role model professional standards.  To recognise health and safety is a responsibility of all employees, to take reasonable care of self and others and to comply with the Service Health and Safety policy and any service-specific procedures / rules that apply to this role.

· To support, promote and positively publicise the service.

· To work collaboratively and supportively with all employees of the service.
· To undertake any other reasonable duties as directed by the EHT/DHT.
An annual review : An annual review of this job description and allocation of particular responsibilities will take place as part of the Appraisal Process.Footnote:This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.
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