THELWALL COMMUNITY JUNIOR SCHOOL

	 Employment details Job title: 
	Maintenance Officer 

	
	

	Reports to (job title): 
	Headteacher & School Business Manager 

	Hours of work: 
	30 hrs per week 
Split shifts  

	Salary: £25,992 - £28,624 pro-rated
	Scale 5 – point 8



Main Duties
	Site security

	

	Act as a registered keyholder for the school site, unlocking and securing all access and egress points at the start and end of every day the school is open. 

	Be on-call to respond to the school’s security alarm at all times. 

	Take responsibility for ensuring all contractors are properly signed-in at the school office, and deal with any enquiries they may have. Complete contractor relevant paperwork.



	Maintenance

	

	Ensure all roads and paths on the school premises are maintained and clear of obstructions and appropriate measures are taken to ensure safety in inclement weather. 

	To supervise cleaners to ensure all duties are fulfilled, and proactive planning is in place. Picking up additional cleaning duties if required and including termly deep cleans.

	Ensure all lights are switched on and off at the start and end of every day the school is in use, and carry out necessary maintenance, e.g. changing bulbs. 

	Monitor and operate the heating system and advise management of any faults in order to ensure the most economical use of fuel and water.

	Take precautions against frost damage to internal and external water systems. 

	To keep all caretaking cleaning equipment in a clean, working condition.

	Ensuring gutters and drains are kept clear and free flowing. 

	Carry out a preventative, planned maintenance programme and undertake routine inspections of the buildings, fixtures, fittings, premises and grounds to assess and identify and action where remedial work is required. 

	Be proactive in carrying out various maintenance duties to ensure the school and site are maintained to the highest standard. 

	Semi-skilled carpentry and building work to include but not exclusively: fitting of shelves, proprietary/generic items, positioning and securing of notice boards, pictures, solving door lock and furniture problems, fixing door guards and wall protection, boarding up windows, tiling showers / bathrooms, general roof repairs, painting (internally and externally), building repairs, plastering

	Semi-skilled electrical duties to include but not exclusively; replacement of light bulbs, fluorescent tubes and the cleaning and/or replacement of light fittings/diffusers. Re-setting of clocks. Testing of Fire Alarms. Acting as the school PAT testing operative, including associated records. 

	Prepare the school premises and site for after school activities, e.g. functions and events, and ensure the premises is cleaned afterwards. 

	To ensure all bins internal/external/food waste/paper recycling are emptied on a daily basis.  Regular remove any debris or litter from around the school premises.

	Health & Safety

	

	Complete the school daily, weekly, monthly, annual safety checks and log these via iAM Compliant (H&S system).  

	To have an outline understanding of Equality and Diversity and Health and Safety, Asbestos Management, Legionella Management, Fire and Bomb Management, COSHH and RIDDOR. Training to be carried out as required.

	Ensure that all relevant Health & Safety regulations are complied with.

	Maintain and monitor Health and Safety standards, keeping all records and paperwork up to date. 

	To ensure all necessary routine inspections are carried out in a timely manner following guidelines and legislation. 

	To ensure all recommendations arising from health and safety audits, inspections & risk assessments are acted upon. 

	Ensure adequate Risk Assessments & Safe Systems of Work linked to the school site are undertaken and help to review these where necessary. 

	To act as Fire Warden and assist with regular school fire-drills and recommend improvements to safety where necessary (termly). Ensure necessary weekly fire systems and equipment are being carried out and logged appropriately. Reporting and resolving any arising issues.

	To manage and maintain Legionella Management plan and act as tap turner. 

	Ensure the safe and secure storage of all toxic and flammable substances. Maintain COSHH records and safely store, use and dispose of resources 

	Support staff members as requested, e.g. in relation to manual handling and operating machinery and equipment. 





	Organisation

	

	Organise and liaise competently with contractors to ensure any large maintenance work and repairs can be carried out suitably, ensuring that contractor’s work meets Health and Safety Regulations and complete relevant paperwork/documents

	Source quotes from contractors to ensure the school always receives best value. 

	Undertake portering duties, e.g. moving deliveries to the intended departments, recycling paper and confidential waste and moving furniture. 

	Promote and adhere to recycling and environmental initiatives set up by the school and local council. 

	Maintain tidy and organised workspaces and storage areas. 

	Maintain a smart appearance at all times, acting as an ambassador for the school and setting a good example for pupils. 






	Other duties

	IT literate – can use online systems and laptop / ipad efficiently and is able to access shared files and emails

	To adhere to the school’s Safeguarding Policy and procedures which safeguards and promotes the welfare of all children.

	Ensure all hirers follow the school’s lettings policy and procedures while using the school site. 

	Work with the School Business Manager to identify any training and development needs. 

	Be aware and comply with all policies and procedures including H&S, Security, confidentiality, data protection etc. and report all concerns to appropriate personnel.

	Willing to show wholehearted commitment to the school and all its activities 

	Contribute to the overall ethos/work aims of the School 

	Complete daily, weekly, monthly, yearly checklists as required.








