
  

 

 
 

 
 

 

Site Services Officer 

(Caretaker) 

Grade F to G, point 6 – 13 (£19,698 - £22,627) 

 
 

 

Application pack contents  

 Welcome from the Principal, Natasha Whiles  

 Advert  

 A job description  

 A person specification  

 Details of how to apply  

 
 

“Grace Academy Coventry is committed to safeguarding and promoting the welfare of 

children and young people and requires all staff and volunteers to demonstrate this 

commitment in every aspect of their work.” 



  

 

 

 

Welcome from the Principal 

 

Thank you for taking the time to read the information regarding our current vacancy. We hope that 

you find the information you are looking for and that you develop an understanding of the 

atmosphere, vision, ethos and aims of Grace Academy.  

At Grace Academy we aim to be aspirational, proud of who we are and seek what is true, just and 

fair. We believe that all of our students should be happy and safe and have the limitless potential to 

succeed. With a positive attitude of mutual respect, genuine integrity and amazing grace, they can 

strive for intentional excellence and our curriculum reflects this. 

Grace Academy joined the TOVE Learning Trust in April 2019, we are a close knit family of schools 

and work together to grow together. 

At the centre of all we do is the focus of what is best for the students. My team and I pride ourselves 

on making decisions from a position of integrity.  As a parent myself, I strongly believe that if it is not 

good enough for my children, then it is not good enough for Grace students. This is even more 

important in the current climate, as we put student well-being, love and aspirations at the heart of 

what we do.  

We have amazing students here at Grace who deserve the best possible life chances.  We encourage 

students to be praised and recognised whilst at the same time being challenged to meet our 

expectations.   

We value our staff and are committed to developing them at all stages of their career both internally 

and externally. We have a friendly, innovative and exciting community in which to work and offer a 

variety of attractive benefits to support staff wellbeing and workload such as, access to our onsite 

gym and use of the sporting facilities, free eye care vouchers, refreshments available throughout 

the, free lunches when on duty and the opportunity to be a part of the staff wellbeing and workload 

committees.   

I hope that through reading the information pack, visiting our website and reading our most recent 

Ofsted report you will be encouraged to apply for a position at Grace Academy.  

Thank you for your interest in this post. We look forward to hearing from you should you decide you 

have something to offer our outstanding learning community.  
 

Yours faithfully,  

 

Mrs N Whiles  
Principal 
 

 



  

 

 
 

Job Advert  

 Site Services Officer (Caretaker) 
 

We are excited to offer this fantastic opportunity for a Site Services Officer to join a dedicated 
premises team consisting of three members of staff within the maintenance department. 

 
You will be part of the team responsible for maintaining the facilities, health and safety on site, site 

security and minibus fleet maintenance. Furthermore, you will help us ensure that our Academy 
provides a safe, welcoming and purposeful environment for students, staff and visitors. 

 
We are a welcoming and caring community where our core values of limitless potential, intentional 

excellence, mutual respect, genuine integrity and amazing grace based on Christian values, run through all 
we do. It is central to our ethos, day to day curriculum, extra-curricular activities and pastoral structures. 

Here at Grace Academy we not only focus on the academic excellence of students but also work with 
students on supporting them to be the best human beings they can be. 

We have high expectations for all those involved in the education of children. It is important that all 
students leaving Grace Academy have the qualifications they need in order to follow the path they have 

chosen; that students do not limit themselves and that staff and parents support them in raising their 
expectations and aspirations. 

Our Academy is a vibrant and friendly; our students are happy and caring; our staff are experts in their 
field. Together we work together to make Grace Academy a place where we can all excel. 

We pride ourselves on our caring ethos with a strong and genuine focus on staff wellbeing, putting 
development and wellbeing at the heart of our work. We work hard to look after our pool of talented staff 

who are encouraged to grow, develop and work collaboratively. 

The trust schools have a shared vision and purpose: to deliver outstanding educational experiences that 
lead to inspiring outcomes. Each academy has a strong individual identity and tailors their educational 

provision to serve their local community. Academies within the trust collaborate to share expertise and 
maximise opportunities and experiences for our students. 

How to apply: 
 

Please read through the information in the pack carefully and please do not hesitate to contact the 

Academy if you would like to arrange a pre application visit – we strongly welcome this. If you cannot make 

a visit, then please feel free to phone us to talk about the post. 

 

You should ensure that you have completed all sections of the application form. Please submit your letter 

of application with no more than two A4 sides, plus your application form to Sarah McAdam via email at 

sarahmcadam@graceacademy.org.uk by Friday 21st January 2022 

mailto:sarahmcadam@graceacademy.org.uk


  

 

 

Job Description – Site Services (Caretaker) 

    

Purpose:  

To support the site manager in all aspects of the role; 

 Security of the Academy and Grounds 

 Minor maintenance of premises, internal fixtures, fittings and furniture 

 Ensuring standards of security and safety, cleanliness and tidiness are 
maintained and monitored throughout the premises and grounds 

 As a key holder on rota, to be responsible for emergency call outs in the 
event of fire and intruder alarms, property damage , burglary attempts, 
floods, etc.  

Reporting to :  Site Manager  

Salary:  Grade F to G, point 6 – 13 (£19,698 - £22,627) 

Location:  Grace Academy Coventry  

Main Duties 

  

 Opening and closing of the Academy at times determined by the 
management, including ensuring that the fire and intruder alarms are fully 
operational. This will involve working shift patterns as directed  

 Monitoring the standards of contractors who provide services to the 
premises (e.g. cleaning, grounds maintenance and building maintenance 
contractors) 

 Ensuring the efficient and optimum operation of the heating and cooling 
system, including carrying out simple maintenance. 

 Active participation in maintenance reporting procedures. 

 To ensure that all lettings are managed in accordance with agreed 
procedures  

 Ensure all reasonable steps are taken to minimise loss or damage to the 
Academy and persons who come into contact with its activities by ensuring 
that doors, windows and gates are secured appropriately when the Academy 
is both in session and unoccupied. 

 Undertake semi-skilled repairs, projects and developments on site as 
directed or required including decorating, carpentry, basic plumbing   

Specific Duties 

 

 Cleaning duties, including spot and emergency cleaning which may be 
necessary to maintain hygiene standards throughout the day and litter 
picking as required. 

 Convey waste produce to the appropriate central refuse area as required. 

 Movement of furniture and equipment around the premises. 

 Monitoring the use of electricity, gas and water and ensuring that any 
equipment connected to these services are left in a safe condition at the end 
of each day. 

 Ensuring the safe storage of any flammable/toxic substances on site. 

 Operate appropriate communications equipment in a responsible manner. 

 Deputise for the Site Manager as and when required 



  

 

 

 Be aware of all premises related policies and procedures as set the Trust and 
the Academy, reporting all concerns to the appropriate person. 

 Receive and distribute deliveries to the Academy site in an effective and 
prompt manner  

 To keep areas of the Academy grounds tidy and free from litter, graffiti, 
weeds and debris  

 To ensure that paths, roads and parking areas are kept clear of snow, ice and 
other materials that may affect access and egress of pedestrians and vehicles  

 To protect and keep securely any codes, keys or access equipment issued to 
enable the role to be performed as required. 

 To assist the Site Manager in promoting and ensuring the health and safety 
of pupils, staff and visitors at all times 

 Attend any appropriate internal meetings as instructed by the site manager 

Qualifications 
and Key Skills 

 Trade background desirable. 

 Wide general maintenance experience. 

 Experience of dealing with young people. 

 Well-developed sense of responsibility. 

 Able to work on own initiative as well as a member of a team. 

 Well organised and practical. 

 This job description is not exhaustive and the post-holder will be expected to 
undertake any other duties as reasonably requested by the Site Manager, Principal 
or Academy Leadership Team  

 
 



  

 

 

Person Specification – Site Services  

 
 

 Essential Attributes Desirable Attributes  

Qualifications  Good standard of education to O-Level/GCSE  

 Numeracy skills to check goods, carry out stock 
control and undertake calculations 

 Literacy skills to complete forms and orders, 
write instructions, understand and follow H&S 
and COSHH instructions 

 Recent relevant professional development 
 

 Water testing (Legionella) 
trained 

 PAT trained 

 MIDAS trained 

 Fire warden trained 

 NVQ qualification  

Key 
competencies 

 Excellent verbal communication skills 

 Customer service skills 

 Have the ability to use your initiative 

 To be thorough and pay attention to detail 
 

 

Personal 
qualities 

 High levels of interpersonal skills 

 Ability to support, motivate and inspire others 

 Sense of humour, good listener, positive 
outlook  

 Ability to impose calm 

 Ability to work as part of a team 
 

 

Professional 
knowledge 
and 
understanding 

 Have minor maintenance skills (e.g. plumbing, 
glazing, woodwork) to make safe. 

 Able to operate cleaning equipment, 
machinery and tools and undertake basic 
maintenance 

 Able to carry out procedures, routines and 
follow instructions 

 Able to plan short term 

 Understand basic administrative systems 
(lettings, time book, extra hours, maintenance 
hotline, ordering) 

 Hold driving licence  

 Able to manage and train, as appropriate, site 
and cleaning staff 

 Able to take initiative and be proactive 

 Can solve straightforward problems, respond 
to unforeseen circumstances (e.g. hazards, 
accidents etc.)  

 Previous experience in caretaking or related 
field 

 Be aware of and understand 
the Authority’s regulation, 
e.g. H&SAW and COSHH 
guidelines 

 


