
	Post title:
	CARETAKER / DRIVER

	Salary and grade:
	Grade 2 spinal point (2-4)
£24,413.00 - £25,185.00 full time equivalent



	FTE:
	30 Hours per week 
All year round


	Line manager/s:
	School Resource Manager
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Main purpose of the job:
To provide an effective and efficient caretaking service for the school, and carry out any reasonable instruction by the School Resource Manager.  To maintain good working relationships with all members of the school and wider trust.

Key duties and responsibilities

Security
· To be responsible for the security of the premises and its contents and ensure the security procedures at the school are operated effectively alongside the current site supervisor.

· To prevent trespassers on school premises or grounds without getting into conflict or danger and to ensure that unauthorised parking of vehicles does not occur.

· To provide access to school buildings or grounds when appropriate to authorised personnel / or lettings as and when directed to do so.

Heating and Lighting
· To operate and maintain the heating plant (gas, oil or electric) in accordance with approved procedures in order to ensure required temperatures and an adequate supply of hot water.

· To report any faults to the School Resource Manager in accordance with the schools policies and procedures.

· To carry out frost protection procedures as necessary.

· To ensure adequate lighting for premises and access routes as necessary.

· To maintain records of location of meters and main services, e.g. stop taps, gas taps, etc. and ensure the records are clearly displayed and easily available. To undertake regular meter readings in line with agreed recording procedures
Preparation and Cleaning of Premises
· To ensure that School premises and furnishings are kept clean in accordance with the school and trust standards, methods and schedules, including daily cleaning duties.  This will also be on call during school hours for any accidents that require attention.

· To ensure that all hard playing areas and paths are free from litter and all drains and gullies are free flowing and clear.  To ensure that there is safe access to the School (e.g. main walkways, paths and entrances, all drains are clear of leaves / debri) in severe weather conditions.

· Ensure that the grounds are well maintained in terms of the garden and play areas.  Maintenance needed is dependent upon the weather conditions. 

Emergencies
· To carry out the necessary task in accordance with approved procedures in the event of fire, flood, breaking and entering, accident, major damage and other emergencies.

Repair and Maintenance
· To carry out routine basic repairs and maintenance work to the fabric of the building as directed by the School Resource Manager. 

· Notify the School Resource Manager of any repairs or maintenance work required at the School which requires specialist staff.

· To direct workmen and contractors to the site of repair and maintenance work and inform the School Resource Manager where the work has not been completed satisfactorily, that is if faults persist.

· To be responsible for the monitoring of all work carried out by contractors and ensure that it is of a high standard. To maintain and monitor the condition of School premises in accordance with school and trust procedures.
Porterage
· To be responsible, in conjunction with the School Resource Manager, for the ordering, receipt and storage of materials needed to carry out tasks that are required, and needed to ensure the equipment and other goods at the school.

· To receive and ensure safe storage of store deliveries made to the School.
Health and Safety
· To ensure that all caretaking and cleaning equipment, materials and tools are in a safe condition and that safe working practices are adopted.

· To ensure the duties and responsibilities are carried out in a safe manner and safe working practices are adopted in accordance with the requirements of the Health and Safety at Work Act 1974.

· To ensure the correct protective clothing, materials and equipment is used at all times.
· All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy.
Mini-Bus

· Driving and routine maintenance of the school minibuses.

Other Duties
· The duties and responsibilities of the job are those required at the date of compilation of the document and other duties and responsibilities may be required by management to be undertaken from time to time. These will be
Equal opportunities

We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work.

Safeguarding
Nexus Multi Academy Trust School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Person Specification
	
	
	Essential 
	Desirable 

	Qualifications, Skills & Knowledge
	Basic knowledge and understanding of Health and Safety issues
	•
	

	
	Full, clean driving licence (including category D1)
	· 
	

	
	Awareness and understanding of basic security issues
	•
	

	
	Ability to communicate basic information in a clear and logical manner (oral & written) to a wide variety of people
	•
	

	
	Ability to clearly interpret oral and written information and instructions
	•
	

	
Experience
	Ability to work effectively and constructively on own initiative/plan own
	•
	

	
	Able to work as part of a team
	•
	

	
	COSHH Training and ability to carry out Risk Assessments
	
	•

	
	Willing to undertake any training deemed necessary and appropriate for the post
	•
	

	
	Ability to identify and take appropriate action when dealing with basic problem
	•
	

	
	General cleaning
	
	•

	
	Experience of undertaking basic maintenance or general DIY including use of tools/technical equipment (in a paid or nonpaid capacity)
	
	•

	
	Two years driving experience
	
	· 

	
	Responsibility for key holding access and locking up
	
	•

	
	Maintenance & operation of plant/machinery eg boilers/central heating systems
	
	•

	
	Security and safety procedures
	•
	

	
	Experience in an environment where basic numeracy and literacy skills have been demonstrated
	•
	

	Personal Effectiveness
	Good communication skills
	•
	

	
	Good interpersonal skills
	•
	

	
	A team player with a collaborative approach
	•
	

	
	Ability to manage own time, prioritise tasks and proven organisational skills
	•
	

	
	Positive, ambitious and forward looking
	•
	

	
	Resilient and easily adaptable to change
	•
	

	
	Honesty and integrity
	•
	

	
	Passionate and enthusiastic about making a difference
	•
	

	
	Ability to work flexible hours and provide emergency call-out cover
	
	•

	
	Ability to respond to an emergency                                  situation within a reasonable time period
	
	•

	
	Satisfactory disclosure check (enhanced level)
	•
	

	General 
	The flexibility to meet the full range of job requirements
	•
	

	
	A commitment to safeguarding and promoting the welfare of children and young people 
	•
	

	
	Commitment to the school’s aims and values
	•
	

	
	Demonstrate a firm commitment to the concept of Multi-Academy Trust and desire to see the Trust flourish and expand in a sustainable manner 
	•
	

	
	An understanding of and commitment to equal opportunities 
	•
	

	
	No serious health problems that will likely impair or impact on job performance.
	•
	

	
	Good attendance record in current employment (not including absences resulting from a disability)
	•
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