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	JOB DESCRIPTION


	Post Tile:


	Facilities Supervisor (Janitor)

	Post Number:


	

	Grade:


	2

	Service:


	Environmental & Commercial Services

	Section:


	Facilities Management

	Responsible to:


	Facilities Officer

	Overall Purpose of the Job:



	Assist the Facilities Officer in the provision of a quality integrated  Facilities service within a cluster of schools.

Contribute directly through delivering a quality service leading by example through demonstrating and enforcing standards of team performance.


	Main Duties and Responsibilities 



	1.
	Responsible for the security of the premises, grounds,fire and prevention of vandalism.
Responsible for the opening and closing of premises before and after lets. Prepare school accommodation for lets as appropriate and ensure let times and conditions are adhered to. Supervision of premises during let to prevent vandalism and report any breach of discipline to appropriate authority or leader.

Record in the log book any vandalism which occurs.



	2.
	Monitoring cleaning standard and communicating with cleaning supervisor on any issues, thus ensuring standards are maintained.


	3.
	Liaise with Facilities Officer, Customers and Clients. Be responsive to their needs and customer satisfaction. Ensure quality of service through regular monitoring and feedback to Customer and Client.

Monitoring of contract as per procedure.



	4.
	Secure the safety and welfare of pupils before, during and at the end of the school day within the perimeter of the school.


	5.
	The responsibility for ensuring that Health & Safety welfare issues are implemented and maintained at site level. Ensure that premises, plant and facilities are such that they are safe and without risk to health.

Reporting incidents, accidents, dangerous occurrences and occupational diseases within the code of practice.



	6.
	Ensure the cleanliness of the property and associated pedestrian access paths, including gritting, clearing of snow and litter control etc.

Undertake cleaning duties where required, including the clearing of spillages and maintenance/cleaning of toilets during school day.



	7.
	Undertake maintenance checks of all property's fixtures and fittings and report regularly to Facilities Officer where appropriate.

Upkeeping of property log including notification of all defects showing when identified to Property Maintenance Inspectorate and when repairs were completed. Property log also to record maintenance work undertaken by janitors and provide details of service.

Undertake minor repairs to properties including :
a. Minor electrical work - replacing light bulbs/ tubes, sub main and first - line (up to 6 amp) fuses and re-set circuit breakers contained in distribution boards of up to 6 amps.

b.Minor plumbing work - e.g. clearing minor blockages, replace tap washers, remove and fix toilet fitments.

c. Adjustment to doors - hinge and lock adjustments, door handles;

d. Minor paintwork - e.g. touching up walls, door facings/checks;

e. Removal of vandal markings;

f. Reinstate minor damage to property facia - small holes, cracks in walls, doors.

g. Care and maintenance of wooden floors including stripping back, application of floor seal.

Liaise with Property Maintenance on all building fabric and maintenance work. Direct contractors to site. Ensure contractor carries out / completes the job as outlined by Property Maintenance and report any issues to the Facilities Officer and/or Property Maintenance Section. 



	8.
	Ensure associated property maintenance and ground maintenance are being delivered according to Service Level Agreements. Operating of heating plant to set procedures, to maintain the required temperature and provide hot water to accommodate school hours and lets.

Check heating system calibration and complete and maintain daily log book for inspection by Property Maintenance and Consumer Trading Standards.

Responsible for the recording of fuel deliveries, the economic usage of same and the completion of daily/weekly fuel usage records.



	9.
	 Transportation of all mail, papers etc. from premises to other locations as and when required.

Escort or transportation of money to and from  bank. Complete the lodging and withdrawing of money as required.

Ensure that the Council's financial procedures are adhered and complied with in relation to cash collection and banking.
Responsible for the maintenance of the inventory of janitorial supplies and equipment and ordering of same as per financial procedures. Responsible for the receipt of goods delivered to the school and transportation of same to appropriate departments. Porterage of portable equipment throughout the premises. 



	10.


	Any other duties and responsibilities as directed by line management.


Note: Where relevant, the general statements contained in this job description should be considered in the context of their relationship with other Council Policies, Procedures, operating arrangements, and other statutory responsibilities of Officers.
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