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	Post title
	Site Keeper

	School/Organisation
	Avanti Services Limited

	Location
	Avanti Hall – Exeter

	Grade
	Grade 2, £17,981 per annum

	Hours 
	Full time (40 hours per week)

	Contract Type
	Permanent 

	Preferred Start Date
	As soon as possible



	MAIN PURPOSES OF THE JOB

	Maintain the School and its Grounds to a High Standard
Under the direction of the Principal and Site Manager, the school Site Keeper is responsible for the day to day, medium and long-term maintenance, so as to provide an appropriate safe and secure environment for the education of students and the safe, comfortable and effective work of all the staff, members of the school Stakeholders Committee, lessees, contractors and other visitors.
The Site Keeper will be responsible for prioritising their daily work, managing their time effectively and be accountable for decisions taken within delegated authority. 
The successful candidate will demonstrate an understanding of and a commitment to the School’s ethos through etiquette, behaviour words, action and speech. 



	RESPONSIBILITIES OF THE JOB

	Good Order and Maintenance in the School Premises and Grounds
· Responsible for ensuring and promoting the security, maintenance, caretaking, cleaning standards and general well-being of the school.
· Ensure that the school is open and closed at the designated times and check that all is in order.
· Identify and maintain a record of repairs and report appropriate information to the Principal
· Work in co-operation with the Finance Lead concerning the relevant budget for repairs, cleaning and site and grounds maintenance.
· Monitor the consumption of gas, electricity and water.
· Clean an agreed area of the school and additional cleaning tasks during the school holidays.
· Identify/cost and maintain the stock of utilities/resources (e.g. soap, towels, toilet paper, etc) and be responsible for ordering these within the agreed budget.
· Maintain the grounds in a clean and tidy condition, including sweeping (clearing litter from car park, paths, playground areas, cutting back plant growth, sweeping/clearing up leaves, etc.)
· Assist with the dining arrangements as required.
· Undertake minor repairs, improvements, decoration of the school site, within the range of own individual skills and capacity including during the school holidays and during periods of overtime.
· Supervise /monitor cleaning staff to ensure that the buildings are cleaned to a high standard as the school grows.
· Complete all relevant administrative work (e.g. monitoring forms, timesheets, annual leave forms etc) and forward to the appropriate person.
· Responsible for the good working order of school furniture, equipment and fittings.
· Identify and purchase in liaison with the Finance Director, necessary furniture, fittings, equipment and tools.
· Maintain accurate records of caretaking and cleaning tools and equipment.
· To give access to maintenance contractors and monitor and ensure safe working practices, having particular regard to correct working practices.
· Monitor and ensure the quality of the work being done, alerting senior staff as appropriate when a problem occurs.
Health and Safety
· To monitor and implement all elements of the Health and Safety Policy in accordance with premises requirements and any legislative/Ofsted guidance, including the risk assessment process under the direction of the Principal.
· Ensure that record keeping is rigorous and robust and in accordance with legislative guidance in the area of Health and Safety.
· Ensure the safety of the site and the people on it at all times. Ensure that the buildings are secured after use, both internally and externally and the parking arrangements at the beginning and end of the day are in accordance with safe practice.   
· Ensure that all valuable equipment is in an alarmed area.
· Responsible for maintaining records of any hazardous materials on the school site and ensuring that Health and Safety guidelines are followed.
· To attend or deliver any relevant training for staff in the area of Health and Safety.
· To ensure reporting procedures to the HSE are in accordance with any local guidance.
Supporting the Learning Environment – Teaching and Learning
· Have a visible presence when on duty for open evenings, concerts, etc. to help ensure staff/pupil and parent safety.
· To assist staff in the maintenance of good order by encouraging pupils to behave responsibly in school and develop appropriate relationships with pupils.  
· To assist teaching staff where possible with any relevant Teaching and Learning activities to raise awareness of Health and Safety issues across the school.
· To undertake such other associated duties as may be required by the Principal or designated nominee.
· To read, understand and adhere to the school’s policies and procedures, particularly in relation to child protection, Health and Safety and Behaviour Management. 
· To arrange and coordinate any relevant Health and Safety training for pupils and staff.
Security
· To act as a nominated alarm contact for the school.
· To ensure that the school’s security system is maintained at all times.
· To keep a record of members of the school community that may have access to the school. e.g. keys, forbs, swipe cards etc.
· The Site Keeper and Principal are on call 24hrs if there is a serious problem at the school.
· To make sure that all visitors and new members of staff are given a proper induction into the school’s fire and safety procedures.
· To supervise and direct parents and staff where necessary especially when we have open days or events in the school.



	Person Specification

	Criteria
	Requirement

	
	Essential
	Desirable

	1. 
	Ability to work independently and lead 
	X
	

	2. 
	Ability to organise one’s own work, to prioritise tasks and keep to deadlines
	X
	

	3. 
	Ability to communicate and interact effectively with adult’s children and young people
	X
	

	4. 
	Ability to be flexible and respond effectively to the ‘unexpected’
	X
	

	5. 
	Ability to apply basic ICT skills to the needs of the job
	X
	

	6. 
	Displays commitment to the protection and safeguarding of children and young people
	X
	

	7. 
	Willingness and motivation to develop own skills and work towards professional training qualifications
	
	X

	8. 
	The know-how to assess and carry out minor repairs and maintenance independently and commission experts where required. 
	X
	

	9. 
	Relevant certification of practical skills and knowledge
	
	X

	10. 
	GCSE at level A – C in English and mathematics or equivalent
	
	X

	11. 
	Certification of relevant health and safety training or a willingness to attend appropriate Health and Safety training
	
	X

	12. 
	Considerable, demonstrable experience of high quality maintenance, site/facilities management and health and safety  
	X
	

	13. 
	Willingness to successfully complete the range of training relevant to the job
	X
	

	14. 
	Willingness and motivation to develop own skills and work towards professional training qualifications
	
	X

	15. 
	Relevant certification of practical skills and knowledge
	
	X

	16. 
	An understanding of the various cleaning methods and techniques
	X
	

	17. 
	An understanding of health, safety and security issues and relevant legislation affecting schools
	X
	

	18. 
	The know-how to assess and carry out minor repairs and maintenance
	X
	

	19. 
	A thorough practically based understanding of premises maintenance issues
	X
	

	20. 
	Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people
	X
	



	FURTHER INFORMATION

	Due to the nature of this role, it will be necessary for the appropriate level of criminal record disclosure to be undertaken. In making your application, it is essential you disclose whether you have any pending charges, convictions, bind-overs or cautions and, if so, for which offences. This post will be exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Act 1974. Therefore, applicants are not entitled to withhold information about convictions which for other purposes are ‘spent’ under the provision of the Act, and, in the event of the employment being taken up; any failure to disclose such convictions will result in dismissal or disciplinary action. The fact that a pending charge, conviction, bind-over or caution has been recorded against you will not necessarily debar you from consideration for this appointment.
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