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Job Description 
Job Title:

Handy Person
Department:

Estates Management
Accountable to:
Maintenance Supervisor
Responsible for:
No direct reports

Purpose of the job:

To provide assistance in the boarding houses and general areas with minor repairs and maintenance.  

Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 

Key Responsibilities and Accountabilities:
· To organise, prioritise and carry out the work as requested by Housemasters or Matrons to meet standards set by the Maintenance Supervisor maintaining accuracy and good presentation.

· To carry out other general works around the site as instructed by the Maintenance Supervisor or Head of Estates.
Key Tasks:
1 To provide support across the Maintenance Department as required.

2 To be resourceful and adaptable completing a range of tasks which will include:

2.1 Minor furniture repairs.

2.2 Minor carpentry.

2.3 Painting.

2.4 Unblocking toilets and sinks.

2.5 Replacing toilet seats, basin plugs and tap washers.

2.6 General repairs.

2.7 Light bulb changes.

2.8 Regular monitoring and repairs to fire doors.

2.9 Fixing notice boards, pictures etc.

2.10 Fixing curtain tracks and blinds.

2.11 Check and replace fire extinguishers.

2.12 Clean the external grills of air extractor fans.

3 To manage a small store of materials in each boarding house maintaining stock levels and security.

4 To ensure adherence to Health and Safety legislation at all times.

5 To use School vehicles in a safe and reasonable way, always ensuring the safety of vehicle users and others. To check that fuel, oil, water, lights and tyres of School vehicles are in working order prior to use and to ensure vehicles are left clean after use. Any faults or accidents to be reported immediately to the Maintenance Supervisor or the Head of Estates.
6 To respect the surrounding and adjacent buildings and their fabric and finishes and ensure that the effect of the work is minimised on the other occupants of the School.  Additionally, when leaving the works during the day and at the end of the working day, to ensure that works are left safe to ensure that other users of the building, including pupils, cannot be harmed by the building works.

This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.

Date reviewed:  Feb 2019
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	· Workshop training in the safe use of woodworking machinery and workshop equipment.

	· City and Guilds Apprentice or NVQ equivalent.

	Specialist Skills & Experience
	· A sound knowledge of general maintenance working practices.

· Ability to read instructions, use a computer and follow instruction
· Knowledge of related health and safety regulation and practices.
· Working experience within maintenance or construction

	

	Personal Qualities
	· Good communicator both oral and written

· A friendly and helpful manner.

· To be physically fit and agile

· Willingness & flexible to undertake a range of jobs as requested by the Maintenance Supervisor or Head of Estates
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