[image: EAST LOGO_Final CMYK]                          



Job description: 

As our Maintenance Operative, you will undertake a range of site management duties to support our primary schools. Working with the COO and Premises Co-ordinator you will be a crucial part of our Premises team.
 
Job details 
 
Job title: Maintenance Operative 
 
Salary: Grade 4 SCP 13-17
 
Hours: 37 hours per week

Weeks: 52 weeks
 
Contract type: Full time/Permanent 
 
Reporting to: Premises Coordinator  

The East central office is based at Wickham Market Primary school.
 
Main purpose 
 
The Maintenance Operative is responsible for: 
· Proactive approach to maintaining clean, safe and secure school premises, which includes buildings and grounds. 
· Carrying out maintenance works in compliance with health safety and other relevant legislation.  
· Promoting health and safety around the school.
· All other aspects of site management, such as supervising external contractors, and site use and development planning.
· Liaise with contractors for breakdowns and call outs and when required to support school.
 
Duties and responsibilities 
General duties 
 
· Maintain the general school premises, furniture and fittings, and report any issues to line manager.  
· Carry out essential maintenance and repairs within the school premises such as general carpentry, plumbing, painting, re-glazing, unblocking sinks, changing locks, changing light bulbs, replacing tap washers, easing doors, to be undertaken without compromising the health and safety of the post holder or others.
· Arrange contractors for emergency repairs and report to the Premises & Compliance Coordinator.
· Assist with the management of larger programs of work by liaising with Premises & Compliance Coordinator, obtaining quotes from contractors and supervising contractors when on site.  
· Identify maintenance works that are required. 
· Carry out porterage duties, such as moving furniture and equipment around the school. 
 
Cleaning 
 
· Carry out daily cleaning and ad-hoc duties, such as litter picking and arranging the disposal of waste.
· Carry out emergency cleaning duties, such as gritting and cleaning up spillages including bodily fluids .


Security 
 
· Maintain the security of the school premises as a key holder.  
· Lock and unlock the premises as required, including out of school hours when necessary. 
· Check at the end of the day that all windows, doors and gates are locked, lights switched off, and gas and electrical appliances are turned off where applicable.
· Set security alarm systems, report any potential security breaches, and respond to any alarms or other call-outs following agreed procedures where applicable.
· Carry out regular checks of CCTV and alarm systems, locks, fire safety appliances, security gates and perimeter fencing, and ensure any necessary repairs are carried out.
· Advise the premises co-ordinator on all matters relating to school security and safety.
 
Responsibilities 

	












Health & Safety
	· Promote a Health & Safety culture and recommend new initiatives and review and build on existing systems.
· Monitor and pro-actively update Health & Safety records.
· Follow the arrangements for accident and incident investigation.
· Ensure that EAST’s premises satisfy health, safety and welfare requirements.
· Promote best practice whilst following guidance on both Health & Safety and Quality Management systems as required.
· Monitor and review Health & Safety and quality performance at site through regular checks.
· Ensure any incidents/near misses etc. are promptly reported through the reporting mechanism in place.
· It is the responsibility of all employees to maintain a safe and healthy environment for all.
· Identify any non-conformities and assist in implementing corrective actions.
· Ensure a safe working and learning environment in accordance with relevant Health and Safety legislation and policy. 
· Carry out and record regular health and safety checks, including on legionella risk, play equipment, safety equipment, and any hazards on school premises; report any problems to your line manager.
· Ensure there is safe access to the school in cold weather conditions in conjunction with the contractor.
· Ensure you always follow all aspects of the EAST Health and Safet Policy.  

	

Team Work
	· Facilitate effective team interaction.
· Share knowledge and information.
· Keep track of lessons learned and share those lessons with team.
· Always demonstrate and maintain a high level of integrity and professionalism.

	


Communication
	

· Resolve and/or escalate issues in a timely fashion.
· Develop and maintain strong relationships with the school community.

	



Competence
	· To complete initial new starter induction and compulsory role training within specified period.
· Maintain professional/technical competence requirements.
· Keep up to date with industry developments and legislative requirements.
· Complete mandatory training when requested in a timely fashion. 
· Identify training to develop skill sets within the remit of the role. 
· Meet the targets set out within the performance management meetings. 

	


Contractor Management
	· Carryout Site inductions for contractors attending site for the first time. 
· Complete and issue the appropriate permit to work.
· Check the planned work is correct and check any relevant safety information such as the Asbestos Management Plan prior to work starting. 
· Monitor work routinely throughout the day and check RAMs are being followed. 
· Check the work at completion and sign out the contractor. 



Please note that this list of duties is illustrative of the general nature and level of responsibility of the role.  It is not a comprehensive list of all tasks that the Maintenance Operative will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher. 

Person specification 
	CRITERIA 
	QUALITIES 

	Qualifications 
	· Previous trade qualifications NVQ3 or equivalent or relevant experience.
· First aid training.
· Health and Safety Training. 
· Full clean drivers licence

	Experience 
	· Building maintenance and repairs.
· Security, including alarm systems. 
· Working in a team. 
· Working with contractors. 

	Skills and knowledge 
	· Good knowledge of health and safety regulations.
· Knowledge of non-domestic buildings, mechanical and electrical systems.  
· Ability to work flexibly, independently and as part of a team. 
· Maintenance skills include painting, basic plumbing, carpentry and basic building works.  
· Operational knowledge of security and alarms 
· Ability to plan, organise and prioritise. 

	Personal qualities 
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils. 
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school. 
· Ability to work under pressure and prioritise effectively. 
· Commitment to maintaining confidentiality at all times. 
· Commitment to safeguarding and equality. 
· Deals with difficult situations effectively. 
· Able to work flexibly and out of school hours as required. 


	Physical requirements 
	· Be reasonably fit to carry out the duties of the job. 
· Able to carry out manual handling and lifting. 
· Able to carry out work at high levels using appropriate equipment. 


 
Notes: 

There will be use of a company van available for business use only which can be stored at a school premises.

This job description may be amended at any time in consultation with the postholder.  
If you don’t have all of the experience listed above but are interested in applying, contact kking@eastmat.org. 
 
 
Headteacher/line manager’s signature:	_______________________________________ 
Date: 						_______________________________________	 
 
Postholder’s signature:			_______________________________________ 
Date: 						_______________________________________ 
 

East Anglian Schools Trust is committed to creating a diverse workforce. We’ll consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership. 

“We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment.”
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