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Job Description and Person Specification template

Form number F218

	Job Title
	Caretaker assistant

	Department
	Surlingham 

	Group
	Three Rivers Federation

	Section
	     

	Location
	Surlingham

	GR Number
	GR0321

	Grade
	Scale B

	Responsible to
	Headteacher

	Responsible for
	

	Effective Date
	18/04/2017


	Role and Context

	Job Purpose
	Under the direction of the Headteacher and in accordance with the practices and procedures of the school, to ensure that the school premises and contents are properly maintained, secured and ready for use.

To help keep the school clean and tidy.

	Context
	· Job Family: Site Management and Maintenance
· Sweeping playground

· Checking all outside areas for any hazards/ basic maintenance needs

· Ensuring the waste bins are correctly filled. Flatten boxes etc to ensure maximum space in bins

· Clean bike shelter

· Check outdoor play equipment to ensure safe. Report any sharp edges etc

· Do basic DIY such as putting up noticeboards/ hooks etc

· Helping to move equipment/ delivery items

· Do weekly fire extinguisher checks

· Do legionella checks

· Checking general site security - looking for issues with fencing etc around the field

· Keeping gutters clear

· Maintaining sheds etc



	Other Job Information
	Key holder duties may be required on occasional basis.


	Principal Accountabilities

(in order of importance)

	1. To be fully aware of and to comply with all departmental instructions and procedures relating to Health and Safety at Work and to recognise the responsibilities required under the Health and Safety at Work, etc. Act 1974.

2. To undertake porterage and handyperson duties, including moving goods and furniture, minor repairs to property, fixtures, fittings and equipment.

3. To undertake general duties, such as ensuring waste bins are filled correctly, alert office staff to issues arising with general tidiness of the site, , general cleaning and clearing of store rooms and boiler rooms, obtaining or storing equipment/materials for teaching and other staff.

4. To undertake outside duties, for example clearance of drains and gullies, general tidying, ensuring the outdoor areas are well maintained, clean and tidy, rubbish clearance, snow clearance, etc.
5. To undertake Health and Safety checks, such as weekly fire extinguisher checks, legionella, checking of outdoor play equipment. Recording and reporting of such checks as required.
5. To perform such other duties of a like nature as may from time to time be required by the Headteacher.




	Person Specification

This should describe the qualifications, experience, skills and knowledge which are essential to do the job to a fully competent level.

	
	Essential
	Desirable

	Qualifications
	
	x

	Experience
	
	x

	Skills/Knowledge
	
	x


	General Information

· The job descriptions details the main outcomes required and should only be updated to reflect major changes that impact on the outcomes of the job

· All work performed/duties undertaken must be carried out in accordance with relevant County Council, department and school’s policies and procedures, within legislation, and with regard to the needs of our customers and the diverse community we serve.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.


	Issue Number: 64
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