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	Job Title 
	School Premises (Caretaking, Facilities Manager, Site Supervision & Cleaning) – Level 3

	
	School 
	Northview Primary School

	
	Location 
	Northview Crescent, Neasden, NW10 1RD

	
	Grade
	[bookmark: _GoBack]Scale 5 (£28,598 to 31,022)+ LW £2,301 all year round 

	
	Reports to
	Headteacher

	
	Staffing Responsibility
	Headteacher

	
	Restricted
	No




	1. Job Purpose: 
(Summary of the overall purpose of the job) 

1.1 To be responsible, under the guidance of appropriate senior staff, for maintenance, security and facilities management services on school sites & premises.
1.2 To be responsible for the maintenance of a clean and hygienic school interior.
1.3 To be responsible, in conjunction with the bursar or other appropriate officer, for the administration and control of appropriate areas of the budget.
1.4 To provide specialist support in a specific resource area.
1.5 To contribute to the overall ethos, work and aims of the school




	
2. Principal Accountabilities And Responsibilities:
(Indicate the main accountabilities, responsibilities and expected outcomes (8-10 bullets should be sufficient). 

2.1 Maintain the security of school and related premises/areas including:
· locking and unlocking school buildings and areas;
· undertaking regular security checks and identifying security risks;
· monitoring CCTV or surveillance equipment where appropriate;
· monitoring fire safety equipment and carrying out fire drills;
· operating and responding to alarm systems where appropriate; 
· liaising with police, security and surveillance contractors; 
· provision of emergency access to the school site.
2.2 Assist the Headteacher in management, administration and operation of the lettings system.
2.3 Carry out a preventative planned maintenance programme of the buildings, fixtures, fittings, furniture, premises and grounds to maintain safe and satisfactory conditions.
2.4 Undertake regular site inspections of the buildings, fixtures, fittings, furniture, premises and grounds to:
· identify and record repair and maintenance requirements;
· assess minor work or repairs required to maintain safe and satisfactory conditions; and
· carry out appropriate repairs. 
2.5 Organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory, including: 
· collecting and assembling waste for collection;
· undertaking emergency and specialist cleaning tasks, including graffiti removal and litter-picking;
· oversight and monitoring of the electrical testing of portable electrical appliances and maintaining the appropriate records; 
· operation and maintenance of heating plant and lighting systems;
· maintenance of swimming pool and other specialist sports equipment following specialist training.
2.6 Organise and carry out minor improvement work as agreed with the Head-teacher, for example, minor decoration programmes, erecting shelves, notice boards, bookshelves etc.
2.7 Liaise with the school meals service contractors in relation to their use of the site and provision of their service, where appropriate. 
2.8 Liaise with contractors and undertake the client-side role in connection with premises-related contracts, monitor performance of contracts, and record performance against specified standards. 
2.9 Direct/supervise cleaning and/or site staff and ensure cleaning is in accordance with specification.
2.10 Monitor & manage stock within an agreed budget, cataloguing resources & undertaking audits as required, and co-ordinate the delivery and distribution of supplies to the school site.
2.11 Undertake portering duties, including delivering mail, moving furniture and equipment 
2.12 Where appropriate to organise and administer the use and maintenance of all school vehicles and to carry out driving duties when required by the Head-teacher. 
2.13 Ensure:
· the timely and accurate design, preparation and use specialist resources and materials; and
· safe and effective use, by postholder, other employees and contractor staff, of specialist equipment and materials including demonstrating and assisting in their safe and effective use.
2.14 Advise the Head-teacher on matters relating to energy control and conservation within school premises.
2.15 Maintain records, information and data, and produce analysis and reports as directed.
2.16 Contribute to the planning, development and organisation of the school’s systems, procedures and policies.
2.17 Treat all users of the school with courtesy and consideration, and contribute to a welcoming school environment, which supports equal opportunities for all. 
2.18 Promote and ensure the health and safety of pupils, staff & visitors (in accordance with appropriate health & safety legislation) at all times, and assist in premises safety audits and risk assessments.
2.19 Contribute to the overall ethos, work and aims of the school.
2.20 Attend relevant meetings and participate in training and other learning activities and programmes as required. 
2.21 Appreciate and support the role of other professionals, and establish constructive relationships and communicate with contractors and other agencies and professionals. 
2.22 Be aware of and comply with policies and procedures, and report all concerns to an appropriate person, in respect of:
· child protection,
· health, safety and security,
· confidentiality, and
· data protection.
2.23 Undertake these duties within agreed departmental, service and school objectives, policies and procedures and promote the Council's Equal Opportunities Policy.
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