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THE GREETLAND ACADEMY TRUST
JOB DESCRIPTION

CARETAKER

20 HRS, SCALE 2 POINT 4  (£9.81 per hour) (£10,234 per annum)
Hours to be arranged over a split shift am/pm 
Job title:


Caretaker
Responsible to:

Site Manager/Principal/Deputy Principals 
Receives instruction from:
Site Manager and all above 
Prime objectives of the post:

To be responsible for the care, cleaning and security of the school premises, including all buildings, contents and heating.
Decisions:

To organise cleaning and simple maintenance.  The ordering and stock control of cleaning materials.

Responsibility for Assets

The security of the building and its contents

RANGE OF DUTIES:

a. Key Holding and Security
The routine and non-routine opening and closing of premises

Named keyholder for response to emergencies outside of school hours at all sites.

b. Lettings

Carry out required duties in connection with approved lettings of premises and after-school activities and where necessary clean up afterwards. 

Organise and prepare rooms for school use - assemblies, staff and other meetings, parents evenings etc.

c. Maintenance

The weekly testing and operation of fire and emergency lighting
Maintenance of outdoor areas to ensure they are clean and tidy.

Reporting any defects or deficiencies.

Monthly taking of energy meter readings

Monthly inspection of playground equipment and repairs
General maintenance jobs e.g. changing light bulbs, putting up shelves, decorating, grouting etc.
Heating – monitor the heating plant and ensure the boiler house is clean and tidy.

d. Cleaning

Cleaning of certain areas of school including offices, staffroom and hall.

The removal of all waste materials from waste receptacles, including outdoor bins and the segregation of paper/cardboard only bins and arranging for collection when full.
The cleaning of carpeted areas.

Sweeping & damp mopping of hard floors.
The buffing/polishing of polished hard floors.

Dusting/polishing of furniture.

Cleaning of skirting boards, radiators and associated pipework, ledges, windowsills, notice boards, sockets, light fittings, pictures.

Removal of marks from walls.
Washing of low level windows as required.
e. Other Duties:

Porterage duties to include movement of deliveries including furniture, general supplies, photocopy paper etc.

Adverse weather – being responsible for gritting/leaf clearing etc monitoring weather conditions and ensuring safety for all at all times.
Directing contractors on site to repairs and maintenance work, particularly in school holidays.
To ensure chemicals are stored corrected in accordance with H&S regulations.
Any other duties as directed by the Site Manager.
