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JOB OUTLINE

JOB TITLE:				Groundsperson / School Security Officer

		(School floor size:  Moderate)

GRADE:				Scale 3

RESPONSIBLE TO:  	Headteacher / Deputy Head Teacher / 
School Finance Officer

JOB  PURPOSE

To maintain a clean, attractive, secure and welcoming site through a process of regular routine and scheduled maintenance of buildings, grounds, fixtures and fittings.


JOB RESPONSIBILITIES AND TASKS

Specified tasks from the attached list plus:

· Tasks which require a good standard of practical knowledge and skills.


· Creativity is a feature of the job but exercised within the general framework of recognised procedures.

· Communication with other people including School staff and contractors. At times, this may involve dealing with issues where the outcome may not be straightforward.

· Work within clearly defined rules and procedures involving decisions chosen from a range of established alternatives.  Decisions have a noticeable effect on the internal operations of the school or on the provision of service to pupils or parents.

· Have responsibility for the proper use and safekeeping of items of plant and machinery and have responsibility for the security and maintenance of the buildings and site.

· Work requiring normal physical effort with periods of substantial effort; or normal physical effort occasionally in awkward postures or prolonged effort in a constrained position involving considerable manual dexterity.

· Work includes significant elements of inside or outside work involving some exposure to moderate noise, heat, cold, disagreeable or difficult surroundings / conditions.

· To maintain the grounds of the school through gardening and grounds maintenance


QUALIFICATIONS, KNOWLEDGE & SKILLS REQUIRED

· Relevant qualification and / or experience / practical skills in one or more of the following areas:
· Painting / decorating
· Building work / Plumbing / Carpentry
· Grounds maintenance / Gardening
· Organisation and communication skills
· Knowledge of Health & Safety; manual handling; COSHH
· Work constructively as part of a team, understanding school roles and responsibilities and own position within these


PRINCIPAL CONTACTS

Pupils, teachers, office staff, cleaners, parents, contractors.


JOB RESPONSIBILITIES AND TASKS
Scale 3 Groundsperson / School Security Officer


Post holders will undertake tasks from this list, performed at the level indicated in the Job Outline for the appropriate grade:

· To be responsible for the security of the premises and its contents in the absence of the Headteacher and Deputy Headteacher or any other designated responsible person.
· To be responsible for the use, maintenance and security of plant, machinery and equipment based at the school.
· To undertake basic handyperson duties as necessary (e.g. replacing light bulbs, securing broken windows and doors.)
· To maintain the grounds of the school through gardening and grounds maintenance
· To monitor the levels of supplies and equipment.
· To lock / unlock school premises at agreed times. 
· To operate the heating system as directed.
· To act as the key-holder and to be available for 'callouts' out of normal working hours.                                              
· To operate any fire, burglar alarms as directed.
· To undertake cleaning duties which occur during the school day, which cannot be left for cleaning staff.
· To undertake porterage duties as required and to assist in the unloading of deliveries to the school and loading of deliveries from the school.
· To immediately clear up any hazards to pupils and staff (i.e. spilt chemicals, broken glass).
· To set out and clear away tables and chairs in school halls.
· To undertake lettings as agreed with the Head Teacher / Deputy Head Teacher / School Finance Secretary.
· To clear up paved areas and playgrounds (i.e., by disinfecting drains, picking up litter and emptying litter bins and clearing grids).
n.b. This list is not exhaustive.
