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SCHEDULE A

WINDLESHAM HOUSE SCHOOL
STATEMENT OF DUTIES AND RESPONSIBILITIES 
Post: Property Team (Full Time)
Department: Estates Department

JD Prepared by: Estates Bursar

Date Prepared: January 2018
Windlesham House School, set in 60 acres on the West Sussex South Downs, is one of the country’s leading IAPS co-educational day & boarding, prep schools for children aged 4 to 13
Summary:
The Property Team Member will work as a member of the Estates Bursars Property Team and is primarily responsible for carrying out a wide range of general duties and tasks within the Schools property portfolio, including scheduled and unscheduled maintenance, emergency repairs/responses, statutory testing and general day to day upkeep and space provision of the School. In addition, the Property Team can also be called upon to undertake other non-related tasks in support of the wider School output.
The Property Team are responsible for carrying out all tasks within the department to the necessary standard and frequency and maintaining appropriate records of work undertaken. They  will also be expected to respond to requests for general assistance from the Estates Bursar as necessary.
The key function is to undertake all property and infrastructure related activities to ensure that the school site and staff accommodation are maintained to an excellent standard and to provide a professional impression to all visitors, parents, children and staff.
Responsibilities:   Key responsibilities and duties are to:

Work a fixed shift pattern 12:30 pm to 20:30 and a 1 week in 5 ‘on-call’ requirement – as stipulated below to ensure the upkeep of the School’s property portfolio and Vehicle fleet.
Be proficient in using equipment and tooling necessary to support the property maintenance task and understand how to maintain and repair of such equipment.  
Keep up to date with developments and best practice in all facility maintenance matters.
Maintain the appearance of the site, ensuring that exterior and interior spaces are presented in a clean, well-kept and professional manner at all times.
Provide basic support to the School Swimming Pool Manager by undertaking basic pool maintenance activities when he is either off shift or on leave.  

Assist with snow and ice clearance tasks as required, under the direction of the Estates Bursar or Grounds Manager.
Attend work looking clean smart and wearing the uniform and appropriate protective clothing.
Ensure that all duties undertaken are carried out in accordance with Health & Safety requirements and best practice as per induction and ongoing training received, which are outlined in individual training requirements Logs.  To report any potential hazards, faults or problems to the Estates Bursar.
Ensure ongoing compliance with current and emerging fire regulations in accordance with the Regulatory Reform (Fire Safety) Order 2005. Remain alert to the risk of fire and to visually check all fire exit routes and fire safety equipment routinely throughout duties, ensuring that safe evacuation routes are maintained, immediately reporting any obstructions.
Undertake a variety of statutory compliance tasks including periodic testing of water samples, swimming pool sampling and dosing and portable appliance testing. 
Undertake a variety of tasks (for example deliveries, room preparation, furniture moves, waste disposal, clocks setting) in support of caretaking staff.
Undertake security (lock-up ) of the School at the end of your shift (approximately 8.15pm).
Complete other duties which may naturally fall within the reasonable expectations of the role, as requested by the Estates Bursar or others.
Training and Development:
Attend regular meetings with Property Manager, Facilities Co-ordinator and wider School meetings as required (in particular Health & Safety, School Council and other property focused meetings).
Attend and satisfactorily complete all training as identified to be relevant to the role, whether organisational or of a statutory nature, as outlined in individual training requirements logs.
Personal Specification:

Teamwork – flexible, co-operative, helpful, self-aware, collaborates well, ability to work alone or as part of a team.
Set and maintain the highest possible work standards.
Provide a friendly helpful service at all times with high standards of customer care and maintain polite and good communication with your colleagues, visitors and children at all times.
Be DBS (formally CRB) clearance to work in a school environment.
Be self-motivated – Able to meets objectives on own initiative.
Physically able to undertake all the tasks required of the post.
Keen to contribute to the development of the School.
Flexible, committed, punctual and self-motivated with the ability to adapt to a changing environment and changing priorities as and when required.
Qualifications and Experience:

Essential:
Relevant knowledge and experience in property maintenance.
A maintenance or property management related practical skill.

Live within close proximity of the School, with a willingness and ability to attend the School out-of-normal hours for events or in an emergency.
Desirable:

Knowledge of commercial swimming pool management

Responsive to change

Previous experience of equipment
WORKING HOURS
Term Time

Monday to Friday – 12:30 to 20:30 

Saturday - 6 hours between 08:30 and 14:30 on a rotating 1 week in 4 cycle
Non Term Time

Monday to Friday - 10:30 to 18:30 

COMPULSORY WORK DAYS

Open Day

8 hours 

Sports Day

6 hours 

Bonfire Night

4 hours 

NON COMPULSORY WORK DAYS

There may be a requirement to work additional hours to cover wider School events.   These will be rostered equally amongst qualifying staff and will be paid at standard overtime rate 

____________________________________________________________________________________________________
This Job Description may be altered to meet changing needs and will be reviewed annually with the post holder. The Job Description is indicative of the nature and level of responsibilities associated with the post. It is not intended to be exhaustive; other tasks may be allocated as necessary from time to time.
Child Protection

The post holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom s/he is responsible, or with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of carrying out the duties of the post the post holder becomes aware of any actual or potential risks to the safety or welfare of children in the School s/he must report any concerns to the Designated Safeguarding Lead or to the Headmaster (if different).
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