 HERETAUNGA COLLEGE JOB DESCRIPTION

NAME:

POSITION:


Caretaker
RESPONSIBLE TO:

Executive Officer and Principal 


The Mission Statement 

                                                                  
A learning environment of opportunity and challenge
PRIMARY OBJECTIVES: 

1. To be responsible for the care and maintenance of the college buildings, equipment and furniture and to ensure they are maintained to a high standard.

2. To ensure that all regulatory requirements associated with the college facilities are met.

3. To maintain the security of college buildings and equipment both within and outside of normal school hours.

4. To be responsible for ensuring college facilities and equipment meet health and safety requirements.

5. To ensure college facilities are maintained to a high standard of cleanliness.

6. To undertake maintenance tasks including carpentry, painting and other projects as required

	KEY TASKS
	OBSERVABLE EXPECTED RESULTS

	SECURITY
1. Security of the college buildings and equipment maintained at a high level.


	a. Facilities opened and closed to meet the day to day needs of the school including special functions and to permit maintenance work to occur.

b. Security of the school buildings and equipment maintained to a high level.   Repairs to doors and windows completed with urgency.

c. Keys held for all buildings and ancillary facilities and made available for supply or replacement as necessary.

d. Master plan of college’s locking/key system maintained along with a register of key holders.

e. Responsibility exercised for the security alarm systems of the college.

f. Necessary upgrading or deficiencies in respect of security advised to Executive Officer.

g. Respond to after-hour’s calls from monitoring company or police relating to incidents occurring at the College.

	
	

	 HEALTH AND SAFETY
2. A safe, healthy physical environment is maintained.


	a. School buildings maintained to a high level of cleanliness.

b. Cleaning Contractor or representative liaised with re cleaning of the college and any problems relating thereto.

c. Rubbish from college property disposed of regularly.

d. Supplies and equipment required for caretaking and cleaning ordered as required.

e. Toilet requisites provided to cleaning contractor as necessary.

f. All fire fighting equipment checked regularly, service manual kept up to date and servicing arranged as required.

g. Building warrant of fitness is kept current.  All necessary inspections to emergency lighting, exits and other systems are carried out as required.

h. All plumbing, drainage and electrical services regularly inspected to ensure operating efficiently and safely.  Cyclical or urgent servicing and repairs arranged as required.

i. College vans maintained to a high standard both mechanically and in cleanliness.  Warrant of fitness kept current.

j. Staff training arranged or carried out in respect of health and safety.

k. Executive Officer advised of any damaged/defective plant or equipment; vandalism to buildings or grounds; and necessary repairs to same

l. Observe good health and safety practice at all times.

m. Be proactive in identifying professional development needs in liaison with Executive Office.

n. Attend professional development sessions as required.



	MAINTENANCE AND REPAIRS
3. College equipment and facilities are maintained in a good state of repair.


	a. Repairs to doors and windows arranged promptly.

b. School buildings and facilities inspected regularly and any deficiencies reported to Executive Officer.

c. Maintenance book in office checked daily and urgency given to rectifying deficiencies/faults.

d. Vandalism reports and associated police reports attended to and Executive Officer liaised with in respect of insurance requirements.

e. Caretaking and grounds tools and equipment maintained in good condition.

f. Routine maintenance of items as leaking taps, window catches, door locks, locker doors, furniture and lighting (bulbs, tubes and starters) carried out. Major or specialised maintenance of school property and facilities arranged in liaison with Executive Officer.

g. Assembly and/or erection of school furniture and other equipment carried out as required.

h. Painting maintenance carried out on a regular basis both interior and exterior.

i. Removal of graffiti regarded as urgent.



	HEATING
4. School heating system is operated efficiently.


	a. Heating system operated as needed to ensure buildings heated to the required minimum standard during school hours.

b. Heating plant and system maintained in high state of efficiency.


	KEY TASKS
	OBSERVABLE EXPECTED RESULTS

	MANAGEMENT

5. To assist with the efficient running of the school


	a. Maintenance, resource and equipment needs for forthcoming year submitted to Executive Officer during annual budget preparation period.

b. School buildings and grounds inspected on a monthly basis, (endeavour to anticipate problems), and submit list of maintenance needs to Executive Officer.

c. Liaise with architects, sub-contractors, etc when required and attend site meetings where necessary

d. Where necessary obtain quotes from tradesmen and handle letting of contracts in liaison with Executive Officer.  

e. All ordering/purchasing within budget allocation unless approved by Principal or Executive Officer.

	PERSONNEL
6. Communicate effectively with college staff.


	a. Work schedule of ground staff overseen to ensure grounds and gardens are tidy and well maintained.

b. Regular liaison maintained with Executive Officer including attending scheduled weekly meeting to discuss work programme and any issues.

c. College personnel, i.e. Executive Officer and Sports co-ordinator are liaised with regarding hireage of college facilities and inter-school fixtures.

	OTHER

7.   Carry out requests of Executive Officer and Senior Leadership Team
	a. Other duties carried out efficiently and promptly as directed by Executive Officer and Senior Leadership Team.



	
	

	
	

	
	


APPENDIX:

Annual Holidays:

The Property Manager is expected to be on duty during school vacations, the only exception being his/her absence on annual leave according to entitlement.   The holidays will normally be taken during the Christmas recess except that the fourth week will not usually be approved at this time.

Salary:

The starting weekly rate will be set by negotiation dependent on skills and experience and according to the School Caretakers and Cleaners Collective Agreement with annual performance and salary reviews.   

Overtime, unless required in emergency or call-out situations, shall only be worked with the consent of the Executive Officer.

Hours of Work:

7.30 a.m. to 4.30 p.m. or as negotiated with the Executive Officer.   

Mileage Rate:

Reimbursement for the use of personal vehicle on school business @ 59c/km as per the School Caretakers and Cleaners Collective Agreement.

Note that school vans may be used for school business if available.

Phone:

The cell phone provided by the college is only to be used for school business and when a land line is not available.

	 HEALTH AND SAFETY
2. A safe, healthy physical environment is maintained.


	o. School buildings maintained to a high level of cleanliness.

p. Cleaning Contractor or representative liaised with re daily, weekly cleaning of the college and any problems relating thereto.

q. Waste materials from college property disposed of regularly.

r. Supplies and equipment required for caretaking and cleaning ordered as required.

s. Toilet requisites provided to cleaning contractor as necessary.

t. All fire fighting equipment checked regularly, service manual kept up to date and servicing arranged as required.

u. All plumbing, drainage and electrical services regularly inspected to ensure operating efficiently and cyclical or urgent servicing/repairs arranged as required.

v. College vans maintained to a high standard both mechanically and in cleanliness.

w. Staff training arranged or carried out in respect of health and safety.

x. Principal advised of any damaged/defective plant or equipment; vandalism to buildings or grounds; and necessary repairs to same




