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https://www.youtube.com/watch?v=PlsIJfuqxMM
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e Department 
The Operations Department plays a key role within the school, responsible for the management, 
oversight and delivery of all planned and reactive maintenance across our estate including our main 
school site as well as our sports site, West Grove, which is a short drive from the main site. 

The department is also responsible for the development and establishment of a positive safety 
culture throughout the school to ensure it meets its legal requirements in terms of Health, Safety, 
and Compliance. 

The department consists of: 

The Operations Director, who line manages: 

• Facilities and Operations Manager
• Grounds Manager
• Operations Co-ordinator
• Duty Managers

The Facilities and Operations Manager line manages: 

• 2 Residential Caretakers
• 3 Caretakers
• 1 Plumber

• 2 Handymen
• 1 Electrician
• 1 Lifeguard (Casual worker)

The Grounds Manager line manages: 

• 2 Groundskeepers
• 1 Gardener
• 1 Apprentice Groundskeeper
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e Role 

This role of Caretaker is responsible for a wide range of duties helping to maintain the fabric of the 
building as well as providing site security and supporting cover for the busy evenings during which 
the school has internal and external lettings. The role is an essential link in the smooth running of 
the Operations Department and requires someone who can work to tight timescales, has a flexible 
and friendly approach, remains professional at all times, and is a team player.  A good level of fitness 
is required as the nature of the role includes performing physically demanding tasks.  The role 
reports to the Facilities & Operations Manager.  

Working Hours 

The position is permanent, 52 weeks per year, 37.5 hours per week, Monday to Friday.  The 
working hours during Term Time (34 Weeks) are 10:00am to 18.30pm, including an hour unpaid 
break which includes lunch. The working hours during the School Holidays are 08:00am to 16:30pm, 
including an hour unpaid break which includes lunch.   

As the above working pattern is essential to the school operations, the successful candidate will be 
required to have a level of flexibility.  The working pattern will be subject to assessment during the 
probation period, after which adjustments may be made subject to mutual agreement. 

Annual Leave 

Holidays for a full-time member of staff are 27 days per year, as well as 8 Bank Holidays. Holidays 
will need to be agreed by the Facilities and Operations Manager.  

Remuneration 

The salary range is £27,500 - £28,390 per annum based on qualifications and experience.
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Person Specification: 
 

 Essential Desirable 

Education GCSE in English & Maths or equivalent 
Maintenance Qualification 
 
Health & Safety Qualification 

Experience 

Experience of working to structured 
procedures and policies 
 
Knowledge and appreciation for the 
importance of Health and Safety and 
safety in a working environment  
 

Experience of working in a customer 
service or security environment  

 

Basic building maintenance or recognised 
trade 

Skills 

Good IT skills due to daily use of IT 
systems, together with a willingness and 
aptitude to learn new systems 

 
Strong interpersonal and verbal 
communication skills, with the ability to 
build rapport at all levels on a daily 
basis 
 
Demonstrate willingness to assist and 
deal confidently with staff, pupils, 
parents and visitors 
 
Ability to work within a team or 
independently as required, to achieve 
specified standards 
 
Flexibility to adapt and meet changing 
demands 

 
Basic DIY skills 
 
Experienced driver holding a full clear 
UK driving licence (minibus training will 
be provided) 

 
 

Personal 
Qualities 

An energetic, proactive attitude with 
attention to detail 
 
Excellent work ethic in relation to 
attendance, punctuality and reliability 

 
Good level of fitness 
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Below is a summary of the key responsibilities of the Caretaker.  

The successful applicant will be required to carry out the following duties:  

• To control and safeguard the entry and exit of pupils, staff and visitors   
• To lock up the main School site as required and at the agreed time, including setting /un-setting 

of alarms.  This role will require the postholder to be a responsible key holder of the school 
• To attend to minor repairs and perform basic maintenance tasks  
• To politely welcome and provide direction to authorised staff, parents and visitors to the School 

in relation to parking and entering the site  
• To deal with unauthorised individuals and vehicles who are not authorised to enter the site in a 

professional and appropriate manner   
• To facilitate the collection and distribution of deliveries/parcels throughout the school  
• To prepare and set up classrooms, halls and outdoor spaces as and when required for daily 

activities and special events, collaborating with other departments in a timely and professional 
manner  

• To use the school van for deliveries and minibuses for transfer of goods and pupils on school 
trips (as required); training will be provided  

• To check and inspect the School’s fleet of minibuses, updating the Facilities & Operations 
Manager with any issues requiring attention  

• To participate in internal projects utilising acquired skills and knowledge during school holidays  
• To support external letting and clubs with site access and safety throughout duration of hire  
• To oversee contractors or service providers when on duty as required  
• To ensure the safety & security of the School entrance, perimeter and buildings including salt 

spreading as required  
• To act as Fire Marshall and First Aider as required.  Training will be provided  
• To test the swimming pool water and monitoring equipment operation on a rota basis – full 

training will be provided  
• To carry out any other reasonable duties required by the Chief Operating Officer, Operations 

Director and/or Facilities & Operations Manager  
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https://www.bancrofts.org/about-us/employment-opportunities/

