Bolton Metropolitan Borough Council

JOB DESCRIPTION

	Department
	RIVINGTON & BLACKROD HIGH SCHOOL

	Job Title
	SITE Cleaning Operative

	Grade
	Grade 1.  ALL YEAR ROUND

	Primary Purpose of the Job
	To ensure that school facilities are in a clean and safe condition with the highest possible standards of cleanliness for use by students, staff and visitors to the school.

	Responsible to
	Facilities Manager

	Responsible for
	The provision of a high quality cleaning service, which in the main focuses on external areas 

	Principal Responsibilities
	To carry out routine external cleaning and site duties and removal of litter from corridors throughout school as required. In order to carry out these important responsibilities the Site Cleaning Operative will be on site throughout term time: holidays will be taken during school holiday periods. Commitment and attention to detail are required in order to maintain high standards of cleanliness in a busy and crowded environment. Positive and supportive relationships with staff and children will help make this post rewarding and enjoyable.


	MAIN DUTIES

	
	· Clear litter and debris from all school grounds to maintain hygienic standards. 

	
	· Cleaning duties including any emergency cleaning which may be necessary. 

	
	· Check internal corridors for litter and remove. 

	
	· Convey waste produce and paper to the appropriate central refuse area as required.

	
	· Sweep and clear car park areas to ensure they are always kept free from glass and other hazardous debris, including snow.
· Sweep and clear step and quad area near hall 

· Remove litter form classrooms as required, for example, when used for packed lunches

· Remove litter from hall during and after lunch ( daily) 

	
	· Removal of debris and leaves from grids, downspouts, waste pipes, etc. and ensuring that drains and manholes are clean and operational. 

	
	· Remove graffiti whenever it appears.

· Assist with removal of snow and ice in bad weather conditions.

· Report any site defects to the Facilities Manager.

· Assist Site Staff as and when required, especially in holiday periods.
· Report any site incident in the case of emergency defined as follows:
· A defect which puts at risk the safety of the building, students, staff, visitors or members of the public.
· Any defect which is not attended to immediately will threaten the fabric of the building resulting in a material repair cost e.g. roof leaks, burst pipes.

· Any defect which affects the security of the premises e.g. broken windows/skylights or damaged external doors.

· Any defect which prevents the opening of the school building e.g. boiler failure in winter, power failure.

· Ensuring the site is safe in times of bad weather i.e. snow/ice etc.

· Other duties as required:-
· In the event of emergency due to staff shortages, ensure that all deliveries are dispatched to the designated safe/secure area at the earliest convenient time, avoiding disruption to service delivery. Exam materials to be delivered on the same day.

· Assist in any cleaning programme for low level window/glass surfaces which are not cleaned by contract window cleaners. 

· Provide support for other sites as required.

· Carrying out duties as decided by the Cleaning or Facilities Manager.
· Assist with cleaning duties when necessary e.g. staff shortages or during deep cleans.

This is not an exhaustive list of responsibilities and related duties and may be amended at the discretion of the Head Teacher to meet the needs of the school. 


	
	Customer Care – To provide quality services that are what our customers want and need.  To give customers the opportunity to comment or complain if they need to.  To work with customers and do what needs to be done to meet their needs.  To inform your manager about what customers say in relation to the services delivered.

	
	Develop oneself and others – To make every effort to access development opportunities and ensure you spend time with your manager identifying your development needs through your personal development plan.  To be ready to share learning with others.

	
	Valuing Diversity –To accept everyone has a right to their distinct identity.  To treat everyone with dignity and respect, and to ensure that what all our customers tell us is valued by reporting it back into the organisation.  To be responsible for promoting and participating in the achievement of the departmental valuing diversity action plan.




	Date Job Description prepared/updated
	1 July 2016

	Job Description prepared by
	J Ingram
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PERSON SPECIFICATION

	Department
	RIVINGTON & bLACKROD HIGH sCHOOL

	Job Title
	SITE CLEANING OPERATIVE

	STAGE ONE
	Disabled Candidates are guaranteed an interview if they meet the essential criteria


	MINIMUM ESSENTIAL REQUIREMENTS
	METHOD OF ASSESSMENT

	1.
Skills and Knowledge

	1.
	Able to work on own initiative as well as a member of a team.
	Application Form/Interview

	2.
	Adaptable and self-motivated.
	Application Form/Interview

	3.
	Well organised and able to prioritise tasks.
	Application Form/Interview

	5.
	Articulate and communicative with a pleasant manner.
	Application Form/Interview

	6.       
	A flexible approach to cleaning type tasks.
	Application Form/Interview

	7.
	Experience of a similar role in a school environment or other large organisation.
	Application Form/Interview

	8.
	Customer Care – Listen and respond to customer need, seek out innovative ways of consulting service users and engaging partners.  Network with others to develop services for the benefit of the service users.


	Application Form/Interview

	9.
	Valuing Diversity – Listen, support and monitor the diverse contributions made to service development without prejudice.  Challenge behaviours and processes which do not positively advance the diversity agenda whilst being prepared to accept feedback about own behaviour.  Recognise people’s strengths, aspirations and abilities and help to develop their potential.  Understand how Valuing Diversity can improve our ability to deliver better services and reduce disadvantage.


	Application Form/Interview

	10.
	Developing Self and Others - Ability to question, and request right training and development that links to the post, to seek opportunities that add to skills and knowledge, to respond positively to opportunities that arise. And to support others’ learning and share learning with others


	Application Form/Interview


	2.
Experience/Qualifications/Training etc

	1
	Experience of working in a public environment.
	Application Form/Interview


	3.
Work Related Circumstances

	1.
	Willingness to work in the evening and at weekend if required.
	Application Form/Interview

	2. 
	Ability to cope with physical demands of the job e.g. lifting, carrying.
	Application Form/Interview

	3. 
	Good health record – good timekeeping.
	Application Form/Interview

	4.
	Able to work in a busy school environment and relate effectively with children and adults.
	Application Form/Interview


	Note to Applicants: Please try to show in your application form, how best you meet these requirements


	Date Person Specification prepared/updated
	1 JULY 2016

	Person Specification prepared by
	J Ingram 
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