
Job Description

		
POST:		Caretaker

LOCATION:		Hartlepool

LINE MANAGER:	Facilities Manager


JOB PURPOSE:

To ensure that the premises are safe, secure, accessible and presentable to all users and visitors as appropriate.

MAIN DUTIES & RESPONSIBILITIES:

· Ensure that the premises are opened and closed in accordance with the needs of the Corporation as agreed by the management team, ensuring that all staff, students and visitors have vacated the premises upon closing up. This includes turning off electrical equipment, where appropriate, for the purposes of safety and energy conservation.

· Assist in the organisation and carrying out of planned preventative and reactive maintenance programmes, liaising with all appropriate staff and external bodies as necessary.

· Ensure day to day security (including patrolling) of the premises, together with the contents; routine and non-routine opening of the premises and grounds; setting of alarm systems where provided and weekly testing of Fire Alarms.

· Act as Fire Warden/Marshal for evacuation drills and in the event of any incident.

· Deal with enquiries from college staff, working with contractors and the general public as appropriate.

· Monitor Estates Helpdesk regularly and carry out requests in a timely manner.

· Undertake “spot” cleaning of the premises as required outside of the cleaner’s normal working hours (e.g. spillages, vandalism, breakages, etc.)


· Ensure that all rubbish and broken furniture is removed from the building and is taken to bins or to safe storage areas so that it can be removed as soon as is practicable.

· Undertake porterage of goods and materials and the movement of furniture and equipment, taking delivery of goods and materials for distribution and storage.

· Ensure that all paths and parking areas are free from debris and hazards e.g. glass, leaves; that all drains and gullies are free flowing and clean, and that all outside areas are cleared or salted/gritted and safe in times of bad weather.

· Make regular inspections of premises and report any required repairs or maintenance work to the Health and Safety Advisor, Maintenance Officer and Facilities Manager as and when identified.

· Discourage trespass on the premises, requesting proof of identify from unknown persons on site (referring to the Principal, other School staff or the police where necessary).

· Ensure adequate supplies of appropriate toilet hygiene products e.g. toilet rolls, hand towels etc. are available, and for ordering supplies at the appropriate time, in the event that the Cleaning Supervisor should be absent for this.

· Prevent the unauthorised parking of vehicles on the School sites.

· Act as a keyholder for the Hartlepool campus buildings.

· Assist with work of a caretaking nature or key holder responsibilities at other Northern School/College of Art sites as might be required from time to time by the Health and Safety Advisor or Facilities Manager.

· Ensure that all equipment and machinery used by caretaking and cleaning staff is in a safe working condition and properly stored when not in use.

· Prepare the premises and site for out of hours events/activities and ensure the premises/site are prepared for normal School activity following the event/activity.  Where this involves overtime working the appropriate payment or time in lieu will be made with the Facilities Manager.

· Act as site monitoring officer in respect of cleaning operations at the campus on behalf of the Health and Safety Advisor and the Facilities Manager. In the prolonged absence of the Cleaning Supervisor, this includes the completion of checklists and administration documents, e.g. timesheets, sick notes, etc.

· Undertake COSHH assessments and risk assessments that fall within the remit of cleaning and caretaking work.

· All staff members are responsible for safeguarding children and adhering to the principles and guidelines outlined in the Keeping Children Safe in Education framework.


GENERAL DUTIES:

· Ensure other members of the team have information to cover effectively for you in your absence.

· To engage in professional development and networking to ensure that professional, and strategic contributions are up-to-date.

· Ensure that the Corporation’s Health & Safety Policy is adhered to at all times and take responsibility for general health and safety housekeeping within your work area.

· Participate actively in the performance management scheme, agreeing objectives, attending reviews and undertaking professional development as required.

· Ensure that the Corporation’s Equality and Diversity policy is adhered to at all times and tackle or report discrimination and harassment wherever it occurs.

· Ensure the safeguarding of learners at all times and report any potential issues without delay.

· All employees are expected to be fully committed to policies/processes on equality, diversity, safeguarding and the Prevent Agenda.

· Any other duties commensurate with the nature and level of the post, as directed by the Facilities Manager, the Vice Principal (Resources) or the Principal.

· This list is not exhaustive and is only an indication of responsibilities.




SAFEGUARDING
 
We are committed to safeguarding and protecting the welfare of children and expect all staff and volunteers to share this commitment.  A Disclosure and Barring Service Certificate will be required for all posts. This post will be subject to enhanced checks as part of our Prevent Duty.


EQUALITY, EQUITY, DIVERSITY AND INCLUSION
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At The Northern School of Art, we want all of our employees to feel included bringing their passion, creativity and individuality to work. We value all cultures, backgrounds and experiences, and we truly believe that diversity drives innovation. 
		Job Description
Person Specification

Caretaker (HE)


	Specification, whether essential or desirable, and where the specification will be tested
	ESSENTIAL
	DESIRABLE

	Qualifications
	
	

	Live within 20 minutes travel time of the campus
	Y
	

	Level 2 or equivalent qualification in literacy and numeracy (GCSE grades A-C [1-5])
	Y
	

	Evidence of continuous professional development and regular updating of skills e.g. manual handling, COSHH, fire warden, risk assessment, etc.
	Y
	

	First Aid qualification
	
	Y

	Recognised qualification in a relevant field e.g. joinery, electrical, plumbing, painting and decorating OR equivalent
	
	Y

	
	
	

	Experience / Knowledge
	
	

	Knowledge of safe manual handling techniques
	Y
	

	Experience of supervising or checking the standard of other people’s work and appropriate techniques for doing this
	
	Y

	Experience of Caretaking or similar role
	Y
	

	Knowledge of basic health and safety requirements
	
	Y

	Experience of a team working role
	Y
	

	
	
	

	
	
	

	
	
	

	
	
	

	Knowledge, skills and abilities
	
	

	Access to transport for work purposes – able to travel between sites
	
	Y

	Excellent verbal communication skills – able to work effectively with all levels of staff, students, visitors and contractors.
	Y
	

	Able to work effectively as a member of a team
	Y
	

	Willing to deliver hours flexibly according to need – willing to cover absent colleagues if required, and to work overtime / on-call when required
	Y
	

	Adaptable – able to respond to varying needs of the service
	Y
	

	Good written communication skills – able to complete documentation appropriately and write effective emails
	Y
	

	Excellent prioritisation and organisational skills – able to plan own workload
	Y
	

	Friendly and helpful manner
	Y
	

	Ability to work unsupervised and on own initiative
	Y
	

	Ability to deal with people with tact and diplomacy at all times
	Y
	

	Punctual and reliable
	Y
	

	Self-motivated and enthusiastic, able to work without constant supervision
	Y
	

	Able to use Microsoft Outlook for email communication
	Y
	

	Able to use Microsoft Office to read/produce basic documents
	Y
	

	Able to use internet based applications to find relevant information
	Y
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