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Job Description

Job Title:


Estates Officer
Grade:



Work Pattern:

Full Time
Reports To:


Estates Manager

Staff Managed (if any):
State or None

An Estate Officer will usually work with another Estate Officer or as part of team of Estate Officers who report to an Estate Manager to make sure a school site is safe, secure and ready for use by pupils, staff and other school users.

The main responsibilities of an Estate Officer will usually include:

· Cleaning, including cleaning at height 

· Emergency repairs

· Site safety and security

· Portering
· And monitoring the use of the school site by other people.

The amount of time spent on any of the duties above can vary from site to site and depend on the time of year and whether or not the school is in use. (Schools are often in use when pupils are not on the premises).

Main Duties and Responsibilities

· To clean floors, potentially of a wide variety of different surface materials, by hand and/or machine and using a variety of cleaning products and chemicals.

· To clean furniture, fittings, soft furnishings and equipment.

· To clean toilets/bathrooms/showers/washrooms and the fixtures and fittings in these areas.

· To clean and remove body fluids using safe handling procedures.

· To refill and replace relevant consumables, for example, toilet tissue, hand towels, and so forth.

· To clean vertical surfaces, including walls, doors, and partitions, which may include cleaning glass and working off steps and/or stepladders.
· To remove rubbish and waste. This may include:

	· Removal of waste that requires safe handling procedures

	· Waste separation to comply with re-use and re-cycling processes

	· Removing waste classified as unsanitary, hazardous and/or dangerous.




· To use the relevant procedures of the school to record work carried out.


· To note breakages, repairs, or maintenance required and inform the relevant supervisor.


· To work, support and co-operate with others to make sure the responsibilities of the post are carried out.
· To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment and to report health, safe and security concerns to the school keeper.
· To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.
· To complete school based induction and any subsequent training required to improve performance.
· To take part in the school performance management system, including attending meetings where necessary.

Notes:
· Comply with policies and procedures relating to child protection, equal opportunities, health and safety, confidentiality and data protection, freedom of information and report all concerns to the appropriate person.
· Engage in relevant continuous professional development opportunities and performance management/review arrangements.
· This job description details responsibilities but is not prescriptive and does not direct any particular priorities or amount of time to be spent carrying out the duties.  It is not necessarily a comprehensive definition of the post, and the post holder may be required to undertake other duties and responsibilities commensurate with the grade and scope of the post.  This job description may be subject to amendment, to meet the changing needs of the Academy, following appropriate consultation.  
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