Manchester City Council

Job Description

Caretaker level 3

Schools
Grade 4

Main Purpose of the job

Under the guidance of appropriate senior staff: be responsible for maintenance, security and facilities management services on school sites and premises and provide specialist support in a specific resource area. 

To manage cleaning and/or site staff and ensure cleaning is in accordance with specification

To undertake and maintain the cleanliness and physical appearance/environment of the designated cleaning area – inside and out.
To be responsible key holder and ensure security of the premises and grounds, it’s contents including monitoring CCTV or surveillance equipment where appropriate
Main duties of the job
1. Portering duties within and outside the building location making arrangements where necessary for the movement of heavy furniture within the Centre

2. To carry out various maintenance and repairs in the school eg redecorating and fixing, and to be responsible for the operation of a preventative planned maintenance programme

3. To be responsible, in conjunction with the school business manager, for the administration and control of appropriate areas of the budget including monitoring and managing stock within an agreed budget, cataloguing resources and undertaking audits as required

4. To use all equipment in a safe manner, undertaking safety audits of the premises and assist with relevant risk assessments as required

5. To establish constructive relationships with contractors and other agencies/professionals and Monitor/record performance against specified standards

6. To advise the Head Teacher on matters relating to energy control and conservation

7. To be responsible for maintaining records, information and data (including electrical testing of portable electrical appliances) and producing analysis and reports as required

8. Be aware of, comply with and ensure that all policies and procedures relating to Health and Safety and security, confidentiality are adhered to and report all concerns to an appropriate person

9. To work as part of a team, to support colleagues and contribute to the vision and ethos of the School and be committed to personal development

10. To undertake any other duties that are commensurate with the grade
Where the postholder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  If, however, a certain task proves to be unachievable, job redesign will be fully considered.
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