JOB DESCRIPTION
Responsible to: School Business Manager and Head Teacher
[bookmark: _GoBack]Line Manager: School Business Manager
Responsible for: 
KEY PURPOSE OF THE JOB
To be responsible for the maintenance and security of the school premises and site, ensuring a safe environment.
MAIN ACTIVITIES
· Undertake the open up and lock up and maintain security procedures
· Undertake cleaning and supervision of cleaners
· Undertake minor maintenance and DIY.
· To operate the heating, lighting etc.
· To complete various safety checks  across the whole school, COSHH, water hygiene etc
· To report major items for repair to the School Business manager
· To oversee some contractors and deliveries on site.

PRINCIPAL ACCOUNTABILITIES

· Ensure that buildings and site are secure, including during out of school hours and take remedial action if required.
· Act as a designated key holder for the school  
· Operate and regularly check systems, such as heating, lighting and security.
· Undertake minor repairs and maintenance of the buildings and site
· Provide access to premises and arrange emergency repairs out of school hours.
· Liaise with School Business Manager to ensure regular maintenance and safety checks are carried out as per yearly schedule including asbestos and health and safety procedures.
· Oversee onsite maintenance contractors, checking that work has been completed to required standards.
· Keep up to date records of daily and weekly health and safety checks.
· Monitor janitorial stock supplies and submit orders for processing to the School Business Manager 
· Undertake general porter duties, including moving furniture and equipment within the school.
· Collect and assemble waste for collection.
· Store allocated equipment and chemicals safely and securely.
· Perform duties in line with health and safety and COSHH regulations and take action where hazards are identified, report serious hazards to the Headteacher immediately.
· 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.
· Undertake cleaning of allocated areas including refill and replace soap, towels and other materials and cover cleaning of absent cleaners.
· Operate the use of domestic and industrial cleaning equipment and materials following appropriate training.
· Undertake specialised cleaning programmes during school closure.
· Undertake any other duties as requested by the Headteacher.
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