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Job Description

Post title


Building Maintenance Officer
Grade



SCP 6 
Line Management

Facilities Manager

Job Purpose 
To manage the building and ensure it is maintained to high standard of repair and cleanliness

Main duties and responsibilities

· The Building Maintenance Officer will work 37 hours per week.
· The hours to be agreed will be within the approximate limits of 6.30am to 9.00pm. Monday to Friday.
· In the absence of the Premises Manager the Building Maintenance Officer will have key holder responsibilities for the Academy and undertake associated call out duties on behalf of the Principal / Facilities Manger on a 24hr basis.
· The Building Maintenance Officer will undertake cleaning duties as required by the Academy.

· The Building Maintenance Officer will liaise with any outside agencies carrying out work on site, especially with the view to health and safety.  All contractors must be inducted to site and adhere to the Academy Health and Safety policy.

· The Building Maintenance Officer will comply with all Health and Safety policies and procedures.  Report any incidents, accidents, hazards and take a pro active approach to Health and Safety matters in order to protect themselves and others.

The Building Maintenance Officer
· Monitor the Security of the Academy. Secure the Academy at the end of the day.  In the event of a fault on the system contact the alarm receiving centre and arrange for repair before the building is left unattended. 
· Carry out Fire Marshall Duties and operate the fire system upon activation.

· Monitor the Energy centre control panels.  Take appropriate action to correct any faults including maintenance.  Advise Facilities Manager of faults.
· Monitor the Wood pellets and advise Facilities Manger of new delivery.

· Monitor the lights in the Academy each day and take appropriate action to correct any fault.

· Monitor daily that all doors and locks are operational, repair as necessary.
· Daily setting out of chairs and tables for acts of worship, lunch, exams and meetings when required.
· Carry out routine repairs and any work that is in his/her capacity.
· Carry out urgent cleaning duties which adhere to Health and Safety.  In specified areas of the Academy, as required, clean internal and external surfaces and glass.
· Collect litter within the Academy perimeter.

· Empty outside bins on a daily basis

· Arrange collection of waste material and segregate as necessary

· Clear drains weekly

· Sweep yards and pathways of loose stones, leaves and debris.

· Carry out any porterage as directed by the Facilities Manager
· Monitor the Academy daily and report any maintenance or repairs to the Facilities Manger.

· Monitor the cleaning and report to the Facilities Manager on any cleaning that the cleaning contractors may not have completed.
· Monitor outstanding orders of contracted repairs and maintenance to Facilities Manager. On completion report quality of workmanship to Facilities Manager.

· Clear leaves and debris from all paths and entrances to eliminate the risk of slips and trips.
· Clear snow and ice from all paths entrances into the building and distribute salt/sand where needed.

· Monitor all outside areas that paths drive and pathways are in good working order to eliminate risks of slips and trips.  Report all defects to the Facilities Manager immediately.
· Operation and monitoring of the Security system and to be responsible for the security of the premises and external gates. 

· Operation and monitoring of the Fire system.   Carry out weekly fire tests
· Order and maintains supplies via the Facilities Manager.

· Service lettings organised by the Academy, either within his/her working time or accept overtime payment if outside of working time.

· Report daily to the  Facilities Manager for maintenance and repair schedule

· Any other duties of a similar nature related to the post, which may be required from time to time.

Energy Management

· Ensure plugs, sockets and electrical equipment is turned off when not in use.
· Ensure windows and doors are kept closed in the heating season
· Turn off ventilation that is not required.
· Monitor and report of any defects to the Facilities Manager.
The Buildings Maintenance Officer will be required to do all he/she can to ensure that the Academy premises provide a clean, safe and secure working environment to all students, staff and visitor’s whilst upholding Health and safety regulations.
Any other duties or maintenance work that you wish to initiate will be welcomed.
Please note that the successful candidate will be subject to enhanced disclosure checks.

