Job Description

	Position Title
	Premises Officer/Caretaker

	Employer
	Chulmleigh Academy Trust

	Main Location
	Chulmleigh Community College

	Reporting to
	Estates Manager 

	Position Number(s)
	977 Premises 

	Grade
	C

	Effective date of JD
	January 2020
	JE Job Number
	977


Job Purpose including main duties and responsibilities: 

PURPOSE OF ROLE
To support the Academy’s sites to provide an effective environment for learning and maximise its usage by all members of the community. Under the direction of the Estates Manager, the post holder will be responsible for duties covering security, heating, lighting and (as directed) the cleaning of premises, for porterage, repairs and maintenance, and general duties of this kind associated with the support of the premises. Working hours may be subject to variation and call-out at weekends and unsocial hours will be necessary from time to time.
MAIN ACCOUNTABILITIES

1. Maintenance of a positive ethos which values each individual – student, staff and other – and contributes to a genuinely caring community. 

2. The upkeep of the Academy’s sites and the effective maintenance of fixtures, fittings and the fabric of the building.

3. Improvements, maintenance and upkeep to buildings and equipment. 
4. Safe operation of the minibus
MAIN DUTIES 

1. The security of the premises and its contents. The post holder shall be available for emergency callout. 

2. The development, maintenance and repair to premises, furniture and equipment. 

3. To ensure that the Academy’s sites are cleaned to a prescribed standard. 

4. Control of keys.

5. To ensure that premises are lit and maintained to a prescribed temperature whilst employing all energy conservation measures. 

6. To liaise with Academy staff, community and contractors to facilitate letting arrangements and ensure such areas are available for use and adequately heated. 

7. General premises function to include cleaning and tidying as required and grounds work. 

8. The movement and arrangement of furniture and equipment and the portage of goods. 

9. Completion of all forms, reports and returns as requested by the line manager. 

10. Weekly testing of all fire alarms, water hygiene and emergency lighting, reporting all deficiencies to the line manager to include other statutory reporting as required. 

11. Ordering of disposables, fuel and equipment where required and ensuring the efficient maintenance of equipment. 

12. Daily inspection of premises for damage and vandalism making safe any defects and reporting Health and Safety matters to the line manager.

13. Carry out all duties in accordance with Health & Safety at work Act and any other relevant legislation. 

14. To ensure lettings are covered and serviced as and when required whenever staff are not normally present on site. 

15. To work within defined hours which may be varied during College holidays, or by advance notice. 

16. To be a nominated first aid qualified member of staff.

17. To operate a minibus on school travel routes.
18. To be flexible and to be able to work at any Academy site. 

19. To respond and react to changing priorities and deadlines. 

This document outlines the duties required of the post holder for the time being to indicate a level of responsibility.  It is not a comprehensive or exclusive list and from time to time duties may be varied which do not change the level of responsibility or the general character of the job.
Location

The post holder may be required to work at any school which is currently within or in the future joins the Chulmleigh Academy Trust chain of academies, either on a temporary or permanent basis according to the operational needs of the Trust.

Date:  ………………………………………………………..

Signatures:  Manager………………………….………  Post holder……...………..……………….………
