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Job Description for Caretaking Staff

1.	Reporting to:	
The Caretaker will report directly to the Line Manager of the Centre.

2.	Liaison and Co-operation:
Caretaker to liaise and co-operate with the following customers on a day to day basis:-

· The Line Managers
·  Student Body (including adults)
· Parents and Guardians
· CE of Donegal ETB and other members of ETB Administrative Staff
· Maintenance Staff of Donegal ETB
· Suppliers and Delivery Personnel 
· Members of the Public

3.	Policy and Legal Framework:
The Caretaker will work within the framework of National Legislation, National Agreement and Collective Agreements including, inter alia, the following:

· Safety, Health and Welfare at Work Act, 2005
· Safety, Health and Welfare at Work (Construction) (Amendment) (No. 2) Regulations, 2008
· Policies and Procedures as adopted by the School/College Board of Management and Donegal ETB.
· Equal Status Act, 2000

4.	Key Tasks:
1. Hours of work  (REF FET/C/AETC/17 – AETC Donegal Town)  The initial hours of work will be as set out in the application form. However the hours of work are subject to change as directed by the Line manager in relation to the needs of the Centre and the adult learners availing of the service.  (See Appendix 1)
Hours of work: 
2. To take care of the premises and contents and to prevent as far as possible, any damage to the structure, furniture, fittings and equipment.
3. To be responsible for the opening and closing of the buildings as required.
4. To keep the premises, furniture and fittings in a clean condition and all work undertaken will be of a skilled nature and would be expected to be proficient in the use of all the basic hand powered equipment.
5. To work indoor or outdoor as required maintaining the grounds in a neat and tidy manner.  To give such assistance as may be required in connection with the planting, care and maintenance of the carpark, grounds and pathways and to report any maintenance work to be carried out.
6. To keep in a clean condition all glass in doors, windows, etc.
7. To maintain and clean the general corridors and associated areas on a daily basis.
8. To maintain and clean classrooms, staff rooms, offices and toilet & changing rooms as per an agreed schedule.
9. To carry out repairs to paint work and renovation work of the school premises and furniture as directed.
10. To liaise with maintenance staff on a regular and continuous basis.
11. To co-operate and communicate with Student Work and Summer Work Schemes.
12. To monitor the heating of the building throughout the year.
13. To co-operate fully with the installation and use of the new technology including radio and/or communication systems.
14. To activate and de-activate the alarm system as required and to respond to callouts as required.
15. To exercise economy in the use of fuel and light throughout the building and to monitor and prevent all unauthorised use of same.
16. To keep in safe custody the keys of all rooms in the building and to ensure that no unauthorized person has any access to any part of the building
17. To open and close the offices and rooms as directed by the responsible officer.
18. To keep the grounds generally in good order and to prevent trespass thereon.
19. To have all classrooms ready at least half an hour before the official time of commencing.
20. To maintain the canteen in a clean and tidy manner.
21. To note and arrange for the receipt and transfer of stores, fuel, classroom material and other general material.
22. The caretaker should maintain confidentiality at all times regarding the customers using the services of Donegal ETB.
23. Collect and assemble waste for collection and keep waste area in a clean and tidy condition
24. To be responsible for carrying out Health and Safety checks including Fire, emergency lighting and to keep accurate and up to date records under the direction of the school principal
25. Maintain a safe and clean external environment e.g. gritting, sweeping and litter pick the grounds each morning.
26. If there is frost or snow salt the path in front of the School by the roadway, from the gate to the front door, the car park and along all internal pathways on the grounds.
27. On wet/damp mornings ensure that the floors are dried after the students have entered the building.
28. To perform such other similar duties, as may be required, and generally carry out such instructions as may, from time to time, be given by Donegal ETB, the Chief Executive or other responsible officer.
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Person Specification Caretaking Staff


	Heading

	Essential 
	Desirable

	Education and Qualifications
	Leaving Certificate or equivalent. 
	Qualification in the area of Health and Safety

	Experience
	Relevant experience as a caretaker with associated responsibilities in an educational environment
	Experience in General Maintenance of Buildings/Schools eg Plumbing, Carpentry, Painting, Decorating and Gardening, within the demonstrated capacity of a caretaker. 


	Numeracy/Literacy
	Good numeracy/literacy skills

	



Knowledge and Skills Relevant to the Post:
· Ability to relate well to student/learners and adults
· An understanding of the main Health & Safety Regulations, including risk assessment, and how they apply in a school, college or centre building.
· A sound knowledge of the school, college or centre buildings caretaking and cleaning standards 
· Experience of keeping work records/computer literate
· Demonstration of the ability to organise, prioritise and complete tasks efficiently.
· Willingness to work on own initiative
· Ability to Work as a Team Member
· Ability to develop good working relationships with other Employees, Students, Visitors, Contractors etc.
· Knowledge of moving and handling procedures
· Focus on providing a high standard of customer service
· To be of clean and smart appearance 
· Willingness to undertake induction training and to participate in development and training opportunities
· Be flexible to changing demands of the post 
· Knowledge of health and safety procedures and precautions
· Take pride in a job well done, committed to achieving high standards of cleanliness and hygiene 
· Is punctual, reliable and courteous
· Willing to undertake any training relevant to the role 
· Trustworthy, maintaining confidentiality at all times in respect of ETB related  matters and to prevent disclosure of confidential and sensitive information 
· Ability to manage time effectively 
· Initiative and the ability to work without supervision, but as part of a team. 

Specific Details

	Ref Caretaker
	Location
	Hours Per Week

	FET/C/AETC/17
	Adult Education Centre, Donegal Town
	25

	FET/C/ASCM/17
	Ardscoil na gCeithre Máistir
Donegal Town
	20



Hourly Rate of Pay	€13.53 (New Entrant) 


Please note:
· Completed application forms will not be accepted via e-mail, please forward forms by post to the HR Division of Donegal ETB, Ard O’Donnell, Letterkenny 
· Late applications will not be considered
· Shortlisting of applicants may take place
· The successful candidates will be subject to Garda Vetting and Reference Checks
· A Panel may be formed in respect of future temporary/substitute Caretaker vacancies arising in the area of Donegal Town under the aegis of Donegal ETB. 
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REF: 	FET/C/AETC/17	- Caretaker, Adult Education and Training Centre, Donegal Town.
Proposed Hours of Work

	Day
	Times
	Total

	Monday
	8.00am – 9.30am
5.45pm – 10.15pm
	6

	Tuesday
	8.00am – 9.30am
5.45pm – 10.15pm
	6

	Wednesday
	8.00am – 9.30am
5.45pm – 10.15pm
	6

	Thursday
	8.00am – 9.30am
5.45pm – 10.15pm
	6

	Friday
	8am – 9am
	1

	Total 
	
	25
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