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	Include Wales: Caretaker
Job Description and Personal Specification

	
	

	Job title:
	Caretaker – Site Manager

	Place of work:
	Various school sites in Wales (Newport & Ebbw Vale)

	Hours of work:
	30 hours per week x 39 weeks

	Salary:
	Education - Support Manager

	Reports to:
	Assistant Headteacher

	Level of screening:
	Enhanced DBS

	

	Who we are



Catch22 exists to help build a society where everyone has a good place to live, good people around them, and a fulfilling purpose. We call these our '3Ps'.

We achieve this in two ways. First, we improve lives on the frontline through delivery of public services. Secondly, we use our knowledge to change 'the system', to fix the complex web that can trap and disempower those it was set up to help. With the heart of a charity and the mindset of a business, we are uniquely placed to deliver on this challenging agenda.

	Where you fit in

	
Include schools provides full-time alternative and special education to primary and secondary young people aged 5 to 16-years-old in England and Wales with an emphasis on transition and re-engagement back into mainstream education or employment.
You will be responsible for maintaining the school premises in Wales, (sites are in Newport and Ebbw Vale) to ensure that they provide a safe and secure environment for everybody within the school.  In addition, the premises should provide an environment, which actively supports the process of learning. 


	Main Duties & Accountabilities



· Setting the priorities for maintenance and repair.
· Ensuring that essential services including IT, gas, electricity & water are maintained. Liaising with suppliers if there are outages or when maintenance is required. 
· Undertake general repairs and maintenance around the site, inside and out, to ensure a safe environment is maintained. 
· Maintain adequate supplies of cleaning materials and supplies re-ordering when needed via the School Administration Manager.
· Ensure that COSHH regulations are adhered in all parts of each site. 
· Maintain the appropriate storage of materials and equipment and follow the appropriate control systems for all stock items to facilitate the efficient operation of site maintenance, repairs, and safety work.  
· Undertake and/or supervise the general cleaning of the establishment  
· To ensure any school vehicles have appropriate insurance, are well maintained and appropriate records of usage are kept. 
· Ensure outside areas are kept free from litter, sweeping leaves, emptying bins etc., to maintain a clean and tidy environment. 
· To support the Headteacher in the supervision of contractors undertaking work on the school premises. 
· To support the Headteacher and take the day-to-day responsibility for health and safety as it applies to the premises and premises staff. 
· To support the Headteacher in ensuring that all the annual statutory maintenance requirements are carried out throughout the year including weekly checks of the fire alarm system. 
· Ensure the safety of the site through the term and during the school closure periods to minimise the possibility of theft and vandalism and to maintain the fabric of the buildings. 
· Undertake porter duties as required including the setting up of furniture and other equipment for planned activities. 
· To be available to deal with any emergency at all times and to be a nominated key holder for the fire/security alarms, 24 hours/7 days per week. 
· Undertake any duties as circumstances require, or at the reasonable request of the Headteacher or extended Leadership Team. 
· Complete all required documentation accurately and within agreed timescales to ensure that contract requirements are met. 
· Work closely and collaboratively with the Catch22 Health and Safety team and Facilities team.
· This post may involve occasional travel outside of your base area.
· This post may involve some evening and weekend work. 
· Ensure that you read, are familiar with and follow all of Catch22’s policies and procedures and ensure that you update yourself with any new or amended policies or procedures as and when necessary. 
· To act as an ambassador for Catch22, upholding and promoting our corporate values.
· To undertake internal and external training as agreed with line manager and show commitment towards continuing professional development. 
· To undertake any other duties that can be reasonably expected of you within your job grade. 


	What does good look like for this role?



· The schools are clean, tidy, and inspiring environments. Any remedial work is completed to a high standard with minimal disruption to the students. If external contractors are required their access to site is managed efficiently. 
· Health & Safety visits from Catch22 do not identify any significant problems with site management. 
· Staff and students are able to use the facilities when required. All reports are completed with a high level of detail and submitted in a timely manner. 
· Has proven experience of working on multi premises/site management.

	Organisational Relationships	

	
· Reports to the Head Teacher.
· Develops positive relationships with external contractors and other key stakeholders.
· Develops positive relationships with key personnel in the Catch22 Group.
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	Job Title: Site Manager Person Specification

	COMPETENCY
	ESSENTIAL
	DESIRABLE
	ASSESSMENT

	QUALIFICATIONS
	Experience of working in a trade 

	Relevant Professional Qualification or Membership
	Application / Interview

	KNOWLEDGE
	Knowledge of health and safety legislation appropriate to this role. 
Commitment to Equality and Diversity principals.
Understands the ethos of the school(s).
	
	Application / Interview

	EXPERIENCE

	[bookmark: _Hlk142654345]Has proven experience of working within the area of premises/site. 
Experience of dealing with external contractors.
	Experience of managing projects  

Working in a school or a Local Authority premises 
	Application / Interview

	SKILLS & ABILITIES
	[bookmark: _Hlk142654282]Has the necessary technical and personal skills for the post. 
Is able to communicate clearly both orally and in writing. 
Has demonstrated the ability to take the initiative, work independently and be able to accept responsibility. 
Excellent record-keeping skills.
Ability and willingness to engage in teamwork with multi-agency staff at all levels 
Ability to organise time and work routines effectively to an agreed action plan in order to meet outputs and targets. 
Excellent written, verbal, ICT and administrative skills  
Ability to undertake diagnostic assessments. 
	Experience of plumbing, carpentry, plastering, painting & decorating, and minor electrical work.

	Application / Interview

	OTHER
	Share Catch22 values.
Awareness of and commitment to Equality & Diversity.
Willing to travel and work flexibly.
Desire to develop and undertake training as required.
	
	Application / Interview
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