Job Description
Primary Business Unit: 	 Children Services & Adult services

Job title:	Maintenance Operative

Reports to:	Estates and Facilities Manager 
Responsible for:	N/A

Main purpose of the job

[bookmark: _Hlk213923963]The Maintenance Operative will be responsible for carrying out essential maintenance tasks at both child and adult services and carry out essential health & safety checks when required. The operative will attend various site locations to perform essential maintenance tasks issued by the Estates and Facilities Manager and the Assistant Facilities Manager, and work in conjunction with contractors to ensure that services are maintained to an expected standard. 

Main duties / responsibilities


· The primary responsibility is to organize and carry out various maintenance duties to ensure the general upkeep and maintenance of Autism Anglia premises, with support from Management as appropriate.
· Develop a thorough knowledge of the School and the Peldon properties to effectively carry out all aspects of the post.
· [bookmark: _Hlk213924189]Adhere to H&S rules pre-empting where possible any areas that may become of concern, and reporting / managing it appropriately.
· Assist contractors to ensure they have access to the required areas of sites and to make sure that any contractor issues are communicated to the Facilities manager. This on occasion may be outside of normal working hours.
· To be on call to deal with emergencies but not expected to work alone or in dangerous situations.
· To manage the cost of work prudently and ensure that required resources and materials are communicated to the Estates and Facilities Manager / Assistant Facilities Manager in a timely manner.
· To consult the management team and respective local teams on decisions to ensure that satisfactory maintenance solutions are agreed upon and actioned.
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· To assist with the safe and hygienic disposal of waste
· To communicate stock requirements of maintenance materials and resources as required.
· To communicate the need for maintenance of all equipment and tools associated with caretaking and maintenance work and to ensure that proper safety standards and requirements are applied.
· To always ensure adequate security of buildings and premises before leaving the site location.
· To work with and take directions from the Facilities & Estates Manager and Assistant Facilities Manager keeping them appraised as appropriate of any issues, concerns, ideas or developments.
· To maintain securely a full set of school keys and to be a named key holder for the school’s
appointed Security Patrol Service.
· To recommend to the Health and Safety Manager / Facilities Manager any suitable and appropriate improvements to the site and security of the buildings, reporting any breaches
· To take instruction as required from the Health and Safety Manager regarding responding proactively to all hazards and minimizing the risk of harm from those hazards.
· To assist in the preparation of the premises for school events when required, reception of visitors, car parking etc.
· To perform minor maintenance tasks of the organization’s vehicles, and assist with any minor breakdowns in the local area.
· To be fully involved in safeguarding and report any appropriate events promptly in accordance with school policy, training will be provided.
· To attend meetings, training courses and study days as directed.
· [bookmark: _Hlk213924601]Provide assistance to other charity sites when required. 
· Undertake various “outdoor” maintenance tasks such as gardening.
· [bookmark: _Hlk213924535]Undertake any reasonable duties as directed by SLT or management team.
· Perform essential health & safety duties such as carrying out checks and remedial work.
· Take personal responsibility and act within the spirit, principles and values of the Charity.















Person Specification
Education and qualifications
	Essential
	Desirable




	Basic general education, including English and Maths – Minimum C grade pass or equivalent.
	Recognized training or qualifications associated with site management, or equivalent demonstrable experience

	Current, clean driving license with at least 2
years’ driving experience

	The ability to drive a minibus, D1 license.





Knowledge and Experience
	Essential
	Desirable

	Experience in building maintenance work
	Evidence of working within a school or similar environment, ideally with SEND background

	Experience of using equipment and materials in situations where care is needed to prevent harm to self or others
	Experience as a school caretaker

	Knowledge of basic site maintenance and good practices in building services, e.g. heating, plumbing, joinery, electrical fittings and decorating
	Experience of supervising staff

	Knowledge of general Health & Safety regulations in the workplace and the willingness to learn disciplines.
	Knowledge or awareness of Safeguarding procedures






Personal Skills and Qualities
	Essential
	Desirable




	Ability to work both independently and as part of a team.
	

	Demonstrate DIY abilities with ability to use a range of maintenance equipment and materials.
	

	Good oral and written communication skills. Able to keep calm in often challenging environments, looking at ways to self-manage.
	

	Strong time management, ability for planning and prioritizing, with good basic IT skills, e.g., email, simple spreadsheets, Word, Outlook diary etc.
	

	Ability to plan and prioritize a range of regular and irregular tasks, and ability to analyze tasks and how they may best be achieved
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