 MORAY COUNCIL

JOB DESCRIPTION


	 (1)	JOB IDENTITY

	POST TITLE: Senior Janitor	DEPARTMENT:	Environmental Services
SECTION:  Environmental Protection	LOCATION:	Keith Grammar School
REPORT TO: Assistant Resources Officer/Head Teacher	
GRADE: 5		POST NO:  MOR12363



	(2)	JOB PURPOSE AND WAY OF WORKING

	To liaise with the Head Teacher and staff within base establishment.
To oversee janitorial staff working within the base establishment and ASG.  
To undertake janitorial and minor repairs and maintenance tasks.



	(3)	MAJOR TASKS

	3.1 To agree work priorities with Head Teacher and staff working within the base establishment.
3.2 To line manage, co-ordinate and supervise the work of line manage janitorial staff within base establishment. 
3.3 To line manage and co-ordinate the work of janitorial staff within the ASG
3.4 To ensure the provision of an effective and efficient service within the overall priorities of establishments.
3.5 To undertake operational duties within base establishment.
3.6 To undertake technical duties within base establishments.
3.7 Complying with the Health and Safety requirements and provisions and ensuring that safe working practices are adopted and that all equipment is operated safely.



	(4)	REPORTING RELATIONSHIPS	This job is indicated by *

	Resources Officer 
|
Head Teacher (day to day liaison) – Assistant Resources Officer (line management)
|
*Senior Janitor



SIGNATURES AND ADMINISTRATION ONLY

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:



JOB DESCRIPTION Cont/d ...
	 (5)	DUTIES TYPICALLY INCLUDE:

	5.1          To liaise with the Head Teacher and staff within the base establishment
5.1.1 To discuss the daily/weekly programme with the Head Teacher and to agree priorities.
5.1.2       To risk assess and coordinate requests from staff within base establishment.
5.2 To line manage, co-ordinate and supervise janitorial staff working within the base establishment.
5.2.1       To direct the work of the janitorial staff within the base establishment.
5.2.2       To ensure safe working practices are adopted when carrying out tasks within base establishment.   
5.3          To line manage and co-ordinate the work of janitorial staff within the ASG.
5.3.1       To co-ordinate janitorial staff to meet the needs of the schools within the area group.
5.3.1       To liaise with Heads of Establishment within the group to agree work arrangements for each session.
5.3 To ensure the provision of an effective and efficient service within the overall priorities of establishments.
5.3.1 To co-ordinate services with other staff where appropriate and to ensure that work is completed on time.
5.3.2 To assist in ensuring that health and safety procedures are correctly applied during periods of community use at establishments.
5.3.3 To carry out agreed procedures in the event of fire, flood, vandalism, breaking and entering or other emergency.
5.3.4 To assist in the control, security and ordering of appropriate stock.
5.3.5 To assist in ensuring that high standards of customer care are maintained within facilities as per the Council's Customer Care Charter.
5.3.6 To take every precaution to ensure that all functions meet health and safety requirements.
5.3.7 Other reasonable duties as deemed necessary by the Assistant Resources Officer.
5.4         Operational Duties within base establishment
5.4.1      To carry out supervisory duties in social areas, playgrounds and car park areas in secondary schools.
5.4.2      To review with the Head Teacher/s the programme for ensuring that the day to day priorities for the                                school/s are carried out.
5.4.3      To carry out essential health, safety and security tasks as delegated by the Head Teacher or Assistant Resources Officer.
5.4.4      To report accidents, incidents and potential hazards as required by procedure.
5.4.5      To ensure that all janitorial equipment is in safe working condition.
5.4.6      To carry out repairs to furniture and designated items of equipment subject to any necessary prior safety precaution.
5.4.7       To carry out minor maintenance and cleaning duties as appropriate including litter collection on hard surfaces and occasional pitch lining.
5.4.8       To report repair or maintenance work which is beyond competence.
5.4.9       To direct workers and contractors to sites of repair and to inspect and sign completion dockets when required.
5.4.10     To carry out frost protection duties as described in Council procedures.
5.4.11     To bring to the attention of the Head Teacher suggestions and ways in which energy savings might be made.
5.4.12     Set up and dismantling furniture and equipment as required.
5.4.13     Other reasonable duties as agreed with the Head Teacher.






JOB DESCRIPTION Cont/d ...
	 (5)	DUTIES TYPICALLY INCLUDE:

	5.5         To undertake technical duties within base establishment/s
5.5.1      To undertake legionella water testing as per specified programme.
5.5.2      To operate heating plant/energy management system as appropriate, so that required temperatures are maintained and an adequate supply of hot water is available.
5.5.3      To monitor the operation of the CCTV scheme including saving and storage of images and liaison with the Peripatetic Technician.
5.5.4      To provide public access to and disclosure of images to appropriate third parties.
5.6         Complying with the Health and Safety requirements and provisions and ensuring that safe working practices are adopted and that all equipment is operated safely.
5.6.1      Electrical Equipment – made aware of the dangers of electrical equipment.  Only competent staff to maintain and repair.
5.6.2      Chemicals – made aware of the dangers of  chemical solutions.  Use of protective clothing.
5.6.3       Emergencies – made aware of emergency procedures for evacuation of building.
5.6.4       Policy and Procedures on Safety and Security – made aware of the Council’s policy and procedures.  Routine use of disposable gloves when dealing with toileting, accidents involving blood, vomit or excreta
5.6.5       Mechanical Awareness –made aware of the dangers of circular band saws and planers.  Knowledge of abrasive wheel regulations.  Only competent staff to operate such machinery.
5.6.6       Control of Substances Hazardous to Health (COSHH) - Made aware of COSHH Regulations.

The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.





 MORAY COUNCIL
PERSON SPECIFICATION

Post:				SENIOR JANITOR

Department:			ENVIRONMENTAL SERVICES

Date Specification Completed:	  March 2018

Prepared By:			Resources Officer

Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience
	1. Experience of working within a school environment
2. Experience in care and maintenance of property
3. Experience of working with people
4. Delete no 4
	1. Previous supervisory experience

	(2) Education & qualifications *
	1. A competent standard of literacy and numeracy
	2. 4  SQA Standard  Grades  or equivalentat level 3 or above including technical subjects
3. First aid qualification

	(3) Skills/abilities (general)

	1. Ability to prioritise tasks, meet deadlines and work on own initiative
2. Ability to plan and schedule work
3. Ability to work with a wide range of people
4. Ability to deliver a high level of customer care
5. Ability to work without close supervision
6. Ability to carry out handyman/basic maintenance duties
7. Self-confident and self-motivated
	1. Trade skills – e.g. joinery, painterwork etc
2. Knowledge of cleaning methods, materials and machinery

	(4) Skills/abilities specific to post
	1. *Full current clean driving licence and access to a vehicle 
2. Knowledge of Health, Safety and building security
3. Knowledge of Customer Care requirements
4. Knowledge of operational and technical procedures
5. Effective organisational and time management skills
6. Ability to prioritise conflicting workloads
	1. Ability to use Internet/Intranet
2. Ability to use ICT equipment and packages as appropriate
3. Tidy up to be in some format as other boxes

	(5) Inter-personal & social skills
	1. Understanding of and ability to demonstrate key inter-personal skills.
2. Approachability and willingness to help
3. Ability to develop and sustain  effective and productive working relationships
	

	(6) Working Environment & Physical Demands

	1. Ability to move furniture & equipment in conjunction with moving and handling regulations 
2. Able to work both indoors and outdoors as required
3. Ability to operate equipment and machinery. 
4. Must be flexible to meet the needs and demands of the service including the ability to work out with normal hours
	



* Candidates will be required to show these documents if invited for interview.

Satisfactory Disclosure Scotland check required?						YES / NO
Membership of Protecting Vulnerable Groups Scheme (Working with Children)		YES / NO
Membership of Protecting Vulnerable Groups Scheme (Working with Vulnerable Adults)	YES / NO
Satisfactory pre-employment medical screening required?					YES / NO
