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Devon County Council

Job Description

	Position Title
	Caretaker (L3)

	Location
	Stoke Hill Federation

	Reporting to
	Federation Site Manager

	Position Number(s)
	

	Grade
	C

	Directorate/Section
	

	Effective date of JD
	04/05/2011
	JE Job Number
	G.0977 


Job Purpose including main duties and responsibilities:

To ensure that the establishment is cleaned, secured and maintained to the standards specified in the Service Level Agreement (or contract in the case of external DCC customers), while fostering good working relationships within the establishment.  This role requires the ability to fulfil all spoken aspects of the role with confidence and fluency in English.

Ability to quickly respond to unfamiliar circumstances and to assume responsibility for sites at short notice.

Comply with all aspects of Health and Safety at Work etc 1974 and all other relevant legislation.

To follow all procedures as specified in the site operations manual.

To be involved in specialist and periodic cleans when necessary.

To be aware of the establishment’s security needs at all times.

To hold keys and be responsible for the security of the building(s).

To provide a maintenance service as specified by the customer (see appendix attached).

1.
Supervision and Management:

None associated with this post.

2.
Creativity and Innovation:

When appropriate, to contribute to ideas for the development and improvement of the service provided to ensure a high-quality environment.  

3.
Links with other officers, Service users or Members of the Public:

Daily work alongside visiting groups and contractors.  Informing the Federation Site Manager of issues raised by staff or contractors.

To play a full part in the team approach at the establishment.

4.
Levels of Responsibility:

Under the direction of the Federation Site Manager, the maintenance of building and grounds.  To undertake mandatory and statutory checks and record the results, this will possibly include, but not be limited to, the fire protection system, water hygiene monitoring, portable appliance testing, playground equipment checks etc.

5.
Resources:

o
Responsibility for personal health & safety

o
Responsible for tools and equipment associated with the role

o
Responsibility to ensure that tools and equipment are maintained in a safe manner

o
Responsible for monitoring the effective operation of equipment throughout the establishment

o
Communicate Health and Safety concerns to Federation Site Manager 

o
Adherence to fire regulations


o
Responsibility for securing the building and being a named keyholder

6.
Work Demands:

o
To prioritise tasks to ensure that needs are met and the environment is safe

o
To undertake allocated tasks in a timely manner to ensure that disruption to staff and pupils is kept to a minimum

o
To communicate any critical information relating to the needs of staff and pupils
o
Required to work in a flexible manner to respond to the needs of the schools
7.
Physical Demands:

o
Frequent moving and handling of cleaning equipment

o
The frequent use of tools required to carry out maintenance tasks, typically weekly in frequency

o
The occasional use of machinery for grounds maintenance, typically monthly on average

o
To undertake physical tasks, typically this will possibly involve floor cleaning, decorating, gardening and grass cutting, furniture moving etc.

o
Working at heights in accordance with relevant risk assessments, typically monthly on average.

8.
Working Conditions:

The role is performed both inside and outside the school environment. There will be infrequent occasions where there will be dust and noise generated, this will usually be associated with drilling, patching up plasterwork and decorating tasks.

9.
Work Context:

Maintain a team approach to the cleanliness, comfort and décor of the establishment.

The role requires the use of general cleaning and maintenance tools and electrical equipment.

10.
Knowledge and Skills:

o
Health and Safety at Work, desirable

o
Self motivated, self directed and ability to work within a team

o
Must have good communication skills 

o
Knowledge of fire regulations, desirable

o
Portable electrical equipment testing desirable

o
Legionella monitoring and recording desirable
Full training on compliance will be given.
Signatures:

Job Description agreed by:

Yvonne Hammerton-Jackson_______________________________________Date:__________

Job Holder:_________________________________________Date:__________

Andy Hawkins – Federation Site Manager________________________________________Date:__________

If this document has been printed please note that it may not be the most up-to-date version.

For current guidance please refer to The Source.
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