	HERTFORDSHIRE COUNTY COUNCIL

	CHILDREN, SCHOOLS & FAMILIES

	MODEL JOB DESCRIPTION


JOB TITLE:  MAINTENANCE ASSISTANCE

LOCATION:
SCHOOLS
GRADE:
HA
1.
PURPOSE OF YOUR JOB

To carry out maintenance and repair work requiring non-specialist skills to the school buildings, grounds, fixtures and fittings.

2.
MAIN AREAS OF RESPONSIBILITY

· Minor maintenance and repairs as necessary to brickwork, paving, floor and wall tiles (internal and external) and to external fencing

· Minor repairs to furniture and internal fixtures and fittings (including lamps and lighyt tubes, where accessible)

· Visual checks to electrical fittings and equipment

· Decorating work not requiring specialist skills

· Reporting, both written and verbal, of faults requiring specialist skills

3.
ORGANISATION CHART





Headteacher/Snr Designated Manager





Caretaker
Maintenance Assistant
4.
SUPERVISION


The postholder will be directly accountable to the Headteacher or other designated member of the Management Team and will be expected to work closely with the School Caretaker

5.
JOB CONTEXT

The postholder will carry out appropriate tasks assigned as part of the school's planned maintenance programme.  In addition the postholder will carry out maintenance and repair work outside the planned programme as needs arise.

6.
CONTACTS

Headteacher

Caretaker

Teaching and support staff

7.
KNOWLEDGE, EXPERIENCE AND TRAINING

· Experience of working in a school or similar environment is desirable

· Flexibility and sensitivity to the needs of a wide range of users of the school

· Evidence of success in completing handyperson tasks

· Awareness of the main requirements of health and safety legislation and good practice relevant to the duties of the post

8.
PROBLEMS AND DECISIONS

· Identify maintenance and repair needs

· Be able to propose necessary remedial action to be carried out either by the postholder or by specialist contractors

· Be able to use a wide range of non-specialist building skills to solve problems.

9.
FINANCE AND RESOURCES

The school will have an annual repair and maintenance budget depending on the size of the school which will be the responsibility of the Headteacher

10.
PHYSICAL EFFORT

Lifting and carrying a variety of DIY tools and building materials.

Climbing ladders and working at heights. 

Approx. 90% of the work involves carrying and moving equipment and materials

11.
WORKING ENVIRONMENT

Some of the work is done out of doors sometimes in wet or cold weather.  There are hazards involved in working up ladders and at heights and in dealing with electrical faults.

12.
ADDITIONAL INFORMATION

Opportunities may exit for the postholder to supervise evening and weekend lettings of the school premises.   These will attract additional payments in accordance with agreed County Council rates.

It is not always possible to define completely the duties and responsibilities attached to posts and some variations may be necessary from time to time.

