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Person Specification – Caretaker
St. John’s C.E. Primary School:

· Popular, oversubscribed school.

· High quality teaching and learning.

· Strong, supportive staff team.

· “Quite unique” family atmosphere.

· Challenging town centre location.

· Motivated and experienced Governing board.

Training and Qualifications

No training/qualifications are required. Appropriate training and support will be given to the successful candidate.

Experience 

	
	Essential/ Desirable
	Evidence

	Working in a cleaning or premises maintenance role
	D
	Application form / Interview

	Practical DIY skills to carry out minor repairs
	D
	Application form / Interview

	Ability to operate and monitor site heating and utility systems
	D
	Application form / Interview


Personal Skills and Attributes

Candidates should be able to provide evidence that they have the necessary skills and attributes for this post.

	
	Essential/ Desirable
	Evidence

	Communication Skills
	E
	Application form / Interview

	Willingness to undertake training 
	E
	Application form / Interview

	Adaptability and flexibility
	E
	Application form / Interview

	Commitment
	E
	Application form / Interview

	Good time management skills
	E
	Application form / Interview

	Awareness of Health & Safety, security and hygiene issues
	E
	Application form / Interview


Application Form 

The short application form should be fully completed and free from error. 

Confidential References and Reports

	
	Essential/ Desirable
	Evidence

	Positive recommendation from current/previous employer
	E
	Reference

	
	
	

	Satisfactory health and attendance record
	E
	Reference

	Role Title

	Typical job title

	Premises 4
	Caretaker 2

	Information sources
    
	Date of profile

	Agreed by School Working Party Job Evaluation Panel
	150711

	Purpose of the role (job statement)

	To be responsible for the maintenance and security of the school premises and site, ensuring a safe environment.

	Responsibilities 

	Key duties:

1. Ensure that buildings and the site are secure, including during out of school hours and take remedial action if required 

2. Act as the designated key holder for the school premises 

3. Operate and regularly check systems such as heating, cooling, lighting and security (including CCTV and alarms)  

4. Undertake minor repairs (i.e. not requiring qualified craftsperson) and maintenance of the buildings and site 

5. Liaise with Business Manager to arrange emergency repairs, regular maintenance and safety checks. 

6. Assist Business Manager to oversee onsite maintenance contractors, checking that work is completed to required standards and within required timescales  

7. Cleaning duties as required

8. Monitor consumables and stock and/order supplies  

9. Undertake general portage duties, including moving furniture and equipment within the school 

10. Perform duties in line with health and safety and COSHH regulations and take action where hazards are identified, report serious hazards to line manager immediately 

11. Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) and equipment, in line with other schedules.

12. Adhere to the safeguarding policy.

13. Supervise the work of cleaning and premises staff

14. Ensure external areas are kept clear of litter and undertake general grounds maintenance tasks.

15. Assist Business Manager to facilitate lettings and carry out associated tasks.



	Indicative knowledge, skills and experience 

	· Expertise in minor maintenance and repair.

· Knowledge of policies and procedures for security, alarm systems, health and safety, minor repairs & maintenance, supervision of contract and cleaning staff

· Experience of communicating with school staff and external contractors (for repairs and maintenance).
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