WOODFORD GREEN PREPARATORY SCHOOL LTD.[image: ]

Glengall Road, Woodford Green, Essex IG8 0BZ
Reg. No. 00621311 England   Reg. Charity No. 310930 _______________________________________________________________________________

JOB DESCRIPTION (JUNE 2026):

CARETAKER - Part Time (2 days per week plus overtime)

Salary: £13,355 2 days per week (FTE £33,387)


A. General Information:

We require a responsible part time Caretaker to carry out a range of duties including (desirable but not essential) driving duties in the Woodford Green and surrounding area.  The position is available from September 2026 and is a job-sharing role with another Caretaker who also works 3 days per week.  It is a requirement that the Caretaker/Driver resides within a 5 mile radius of the school.


B. Specific Responsibilities:

· General maintenance duties.
· Supervision of sub-contractors.
· Supervision of cleaning staff on occasions.
· Assisting with cleaning where necessary, including floor mopping etc.
· Emptying rubbish and recycling bins.
· Sweeping and tidying of outside grounds and playground areas including planted areas.
· Safety checks of playground areas and classrooms.
· Monitoring security of site and buildings.
· Opening the school including un-setting of alarms, adjusting heating and appliances etc.
· Locking up and securing the school premises including setting of alarms. 
· “On call” for fire and security alarm call-outs during designated hours.
· Preparation of the school Hall and meeting rooms, including putting out chairs and tables etc.
· Unloading, receiving and unpacking deliveries as necessary.
· (Desirable but not essential) Driving the school minibuses (up to 17 seats) to local venues for school-related purposes.
· Taking post to the post office.
· Deputising for one of the other Caretaking staff if they are away for any reason.
· Assisting other members of staff as directed by the Site Manager or the Bursar.


C. Person Specification

The successful candidate will: 

· ideally have some experience in a similar role (not necessarily in a school setting).
· be honest and trustworthy, adhering at all times to school ethos, policies and procedures. 
· be well presented.
· be an excellent communicator with good spoken English.
· be able to show flexibility and willingness to work as part of a wider team.
· be punctual and dependable.
· hold a clean UK driving licence (ideally including D1 Minibus).
· be eligible to work in the UK.
· be willing to undergo further training including minibus driver training as necessary.
· be able to maintain confidentiality and act with discretion in all school related matters.
· have a personable, friendly and enthusiastic manner.
· be sensitive and act appropriately in an environment with young children (age 3-11 years).
D. Working Hours & Conditions etc.

· This is a 52 week per year contract working 2 days (16 hours) per week.
· Normal working hours during published school term times will be: 
6.30am to 3.30pm each day on a flexible shift pattern, 2 days per week.
· During school holiday periods:
7.30am to 3.30pm each day for 2 days (16 hours) per week. 
· From time to time it is expected that overtime (including occasional week-ends) will be worked to provide additional cover for busy periods including school events or to cover absences of other caretaking staff, with additional pay at the standard hourly rate.
· Paid holiday entitlement will be 10* days per annum plus public holidays. 
* 2 of these days must be taken over the Christmas/New Year period when the school premises close - should the school close for more than two working days then these extra days will be given as additional paid holiday. It is expected that all or most annual leave will be taken during school holiday periods.
· Pension Scheme subject to conditions of nominated scheme (joint employee/employer contribution minimum 1.5/6.5%).
· Free lunch is provided during published school term times.
· The Caretaker will report directly to the Site Manager who in turn reports to the School Bursar. 






Woodford Green Preparatory School is committed to safeguarding and promoting the welfare of children and applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service (DBS formerly CRB).
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