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Tranmere Park Personnel Specification
	1.Qualifications
	Essential/Desirable

	1.1 Good communication skills
1.2 NVQ’s/professional qualifications

1.3 Hold literacy/numeracy/ICTqualifications


	E

D
D

	2. Experience
	

	2.1 Working in a team
2.2 Basic clerical/administrative experience

2.3 Building security duties

2.4 Cleaning duties

2.5 Previous caretaking experience

2.6 Working within an education environment

2.7 Specific professional skill e.g. plumbing/decorating
	E

E

E
E
D
D
D

	3. Knowledge and Understanding
	

	3.1 Basic principles of alarming and security duties
3.2 Basic principles of site management

3.3 Knowledge of Health and Safety and security issues relevant to post 
3.4 Ability to undertake risk assessments

3.5 Ability to apply school policies related to the post including those that relate to pupil contact


	E
E
E

D

D

E

	4. Skills
	

	4.1 Use practical skills to improve the site and buildings
4.2 Deal with emergencies and problems in a positive and systematic manner

4.3 Ability to work unsupervised and on own initiative and be able to work as a team
4.4 Self-motivation to achieve tasks in hand

4.5 Communicate effectively with staff, pupils, visitors and contractors

4.6 Use basic power tools and other equipment

4.7 Anticipate and reduce risk where possible

4.8 Develop more efficient and cost-effective ways of working

4.9 Be able to record and maintain accurate records

5.0 Be able to use a range of cleaning/maintenance tools

5.1 Good organisational skills – ability to complete tasks to deadlines

5.2 Willingness to undertake personal development and training

5.3 Be able to demonstrate flexibility – prepared to work some hours outside normal working pattern


	E
E

E

E

E

E

E
D

D

E

E

E

E

	5. Commitment to and awareness of Equal Opportunities
	

	5.1 Proven ability to demonstrate awareness of the principles of and commitment to the promotion of equality of access and opportunity for both staff and children, to overcoming obstacles/barriers to this and to removing practices which are counter to it
	E

	6.Commitment to the promotion of Health and Safety at Work
	

	6.1 Proven ability to demonstrate commitment to the promotion of safer working practices and the provision of a safe learning environment for pupils

6.2 Proven ability to develop strategies for risk assessment and to evaluate risk to oneself and to others and to take appropriate action
	E

E


In addition to the candidate’s ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children
If you are shortlisted, any relevant issues concerning safeguarding children arising from your references will be discussed with you at interview.
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Job Description    
Tranmere Park Primary School – Caretaker
Pay Range:          B3 (£22,369 - £24,054.00)
Responsible to: School Business Manager/Headteacher

Responsible for:  Cleaners

This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks, but sets out the main expectations of school in relation to the post holder’s professional responsibilities and duties
	Duties: 

Security

· Have key holding responsibilities to lock/unlock school buildings and areas, including checking classrooms, closing windows, ensuring lights and other electrical equipment are turned off and the site is left alarmed and secure
· Undertake regular security checks and identify security risks

· Monitor fire safety equipment and carry out fire drills

· Operate and respond to alarm systems where appropriate, outside of any specialist monitoring brief

· Liaise with police and security contractors including outside hours
· Undertake lettings and carry out associated clerical tasks
· Provide emergency access to the school site




	Maintenance
· Undertake minor/simple repairs e.g. minor plumbing, changing light bulbs unblocking drains

· To proactively organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is of a high standard, as per specific schedule (e.g. cleaning toilets, disposal of rubbish, buffing floors)
· To organise and carry out minor decoration programme as agreed with the Headteacher

· To organise and carry out improvement work e.g. erecting shelves, notice boards, bookshelves etc. as agreed with the Headteacher

· To be responsible for the operation of a preventative planned maintenance programme and for routine inspections of the buildings, fixtures, fittings, furniture, premises and grounds to assess for minor work or repairs required to be carried out to maintain safe and satisfactory conditions

· Operation and maintenance of heating plant and lighting systems

· To oversee and monitor the electrical testing of portable electrical appliances and to maintain the appropriate records

· Undertake regular site inspections (including the roof areas) and identify and record repair and maintenance requirements

· Identify defects and record repair and maintenance requirements

· Collect and assemble waste for removal

· Undertake emergency and specialist cleaning tasks (e.g. varnishing the hall floor)
· Undertake cleaning duties such as graffiti removal, litter-picking

· Provide emergency access to the school site

· Co-ordinate deliveries to the school site

· Monitor performance of contracts and record performance against specified standards
· Respond to staff requests with maintenance and repairs
· Liaise with contractors and undertake client role in connection with premises-related contracts

· Liaise with cleaners and co-ordinate work of cleaning staff

· Ensure that satisfactory levels of caretaking, cleanliness and hygiene are achieved and maintained through the whole of the premises

· Ensure that pathways and all other external hard surface areas are kept clean, free of litter and weeds and that they are gritted or salted when required during wintry conditions

· Set up specific areas for school activities/relocation of classrooms/offices to include moving items of furniture, resources and equipment 
· Respond to any immediate Health and Safety issues


	Resources
· To advise the Headteacher on matters relating to energy control and conservation
· To promote energy efficiency, recycling and other environmentally-friendly initiatives

· Contribute to planning, development and organisation of systems/procedures/policies

· Be responsible for maintaining records, information and data, producing analysis and reports as required

· To ensure adequate supply of cleaning materials and equipment

· To be responsible for the cleaning and toilet and medical related budgets planning expenditure with the Headteacher

· Create and maintain a purposeful, orderly and productive working environment 

· Ensure timely and accurate design, preparation and use of specialist equipment/resources/materials 

· To assist in safety audits of the premises and contribute to relevant risk assessment activity

· To assist in the development of an annual Premises Development Plan, to be discussed with the Headteacher and Governor’s Premises Committee; to regularly monitor progress and report regularly to the Premises Committee and se plans through to a successful conclusion

· To be aware of issues in the Asset Management Plan; to monitor the school condition and suitability surveys and check the Base Data information

· Promote and ensure the health and safety of pupils, staff and visitors (in a accordance with appropriate health and safety legislation) at all times




	Supervision and organisation

· Demonstrate and assist in the safe and effective use of specialist equipment/materials.   

· Provide specialist advice and guidance as required

· Portering duties e.g. delivering mail, milk, resources and moving furniture and equipment

·  Liaising with letting agent and assisting in management, administration and operation of lettings system.  This will include PTA or school-organised events 

· To meet and attend to all contractors and other premises-related callers, visiting or working on the school premises.  To oversee all premises-related works

· Monitor and manage cleaning and toilet stock levels within an agreed budget, cataloguing resources and undertaking audits as required

· Direct/supervise cleaning and/or site staff and ensure cleaning is in accordance with specification.

· Liaise with line manager and attend meetings as required




	Responsibilities

· Comply with health and safety policies and procedures at all times

· Promote and ensure the health and safety of pupils, staff and visitors at all times

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security and confidentiality, reporting all concerns to an appropriate person

· Contribute to the overall ethos/work/aims of the school

· Appreciate and support the role of other professionals

· Attend and participate in relevant meetings as required 

· Participate in training and other learning activities and performance development as required

· Ensure health and safety policies and procedures are complied with at all times

· Treat all users of the school with courtesy and consideration

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities
· To be responsible for the banking of money 



The Recruitment Process
How to apply:

1 If you wish to apply for this post, please download the application form from the school’s website, outlining how you meet the criteria on the job description and the attributes required.

2 You may supplement your application with a letter of no longer than two sides of A4 paper.  Your letter of application should outline your reasons for applying for the post and give an indication of what you can offer to our school

Please ensure on your application form that you provide daytime and evening contact telephone numbers, and also your e-mail address so that we contact you if you are selected to attend an interview.  Please ensure you also list e-mail addresses for your nominated referees.  

You are welcome to visit the school. Please contact Mrs Sanderson (School Business Manager) on 01943 875050 to confirm you would like a visit.
The closing date for applications is: Friday, 26th May 2023
If you have not been contacted by Tuesday 6th June 2023 please assume your application has been unsuccessful on this occasion.  

Completed applications should be addressed to the Headteacher and e-mailed to school FAO Mrs Finley Headteacher on: secretary@tranmerepark.leeds.sch.uk
Please enter in the subject line of the e-mail Caretaker Application

Thank you for your interest in this post and we look forward to receiving your completed application.How to find us
Our address is:

Tranmere Park Primary School

Ridge Close

Guiseley

Leeds

LS20 8JJ

Telephone 01943 875050

E-mail secretary@ tranmerepark.leeds.sch.uk
Map of  Leeds

Tranmere Park Primary School directions
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