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Application Form

Senior Caretaker (Permanent)
36 hours per week

All sections must be completed


	Name:
	

	Address:  
	

	

	
	Post Code: 
	

	Email Address: 
	
	Telephone No.
	

	
	
	National Insurance No.
	




	The closing date for the receipt of application is 12 noon on Friday 6th  March 2026
Application to be returned by email to Mrs Anne-Marie McGinn on amcginn352@c2kni.net   
Application by email only.

For further information and how to apply, please visit the school website: https://cbsomagh.org/info/staff-vacancies  











Senior Caretaker
Job Description

Main Duties and Responsibilities 

Security 
· Open and close the premises and grounds.
· Ensure that all windows are closed and doors and gates are locked at the end of each day. 
· Ensure safe custody of the keys of the premises, the allocation of keys to other staff and ensure that keys used by them are returned as required. 
· Operate Fire Alarm, Burglar Alarm and Building Security Systems and report any faults. 
· Attend after-hour break in and vandalism at the premises and ensure that the premises are secure and cleaned at the earliest opportunity when clearance has been given and any unauthorised entry or damage is reported. 
· Liaise with security contractors who attend call outs to ensure that the building is secure and defective equipment is replaced at the earliest opportunity.
· During normal working hours report any suspicious activity of persons immediately to the Principal or Vice Principal to ensure a safe working environment for building users. 
· Apply grit/rock salt in times of snow and frost to ensure pathways and entrances are clear.

Mechanical and Electrical Services 
· Efficient operation of the boiler/heating system ensuring value for money and energy conservation in accordance with the School’s policy. 
· Keep a record of oil consumption and ensure that oil is ordered to ensure continuity of heating.
· Check that oil is delivered in the quantities ordered and receipts provided.
· Organise the routine maintenance of plant from an approved supplier.
· Ensure that the BMS system is set as required for building usage and report any faults in the timing or temperature control.

· Electrical installation of the premises and the including all lighting. 
· Ensure that all lighting is operating as installed. Replace lamps, tubes and plugs to a level of 3.35m using appropriate equipment, except where access from above can be gained. 
· Maintain a stock of lamps, bulbs, tubes and other electrical consumable items.

· Monitor the usage water. 
· Maintain weekly reports on water usage and monitor water usage to ensure early detection of leaks. Monitor all frost protection to ensure that damage does not occur.

Inspect fire fighting equipment. 
Liaise with the School Bursar to:-
· Place orders for all maintenance of the equipment and replace any defective equipment.
· Carry out inspection of all fire doors and report faults.  Arrange repairs either in-house or through approved contractor for the fire doors to maintain safety.
·  Liaise with contractors to test and maintain fire and security equipment. 
· Carry out inspection of fire assembly points. Act as fire warden during a fire drill or in the case of a fire.

Water Inspection
· Carry out inspections of water supplies to ensure they are fit for drinking.
· Maintain water filters or other equipment to ensure efficiency. Measure water temperature for hot supply throughout the premises to ensure that it complies with regulations.  

Building Maintenance
· Regularly inspect all areas of the premises to assess the need for building maintenance 
· Arrange to have building maintenance carried out in-house within the competencies of the caretakers.

General Guidelines
· Ensure that all goods and services are ordered by the School Bursar and receipts are provided
· Oversee work carried out by contractors, provide them with snag lists as appropriate and ensure the School Bursar is provided with confirmation documentation for the work carried out. 
· The provision of all goods and services should be carried out by approved suppliers and maintenance provided by approved contractors.
· Ensure all contractors are suitably identified when working on site.

Cleaning & Grounds
· Ensure that the premises are kept clean tidy and free of litter at all times. Plan, organise and control the work of cleaning to ensure that high standards are met, it being understood that the Senior Caretaker also undertakes cleaning duties. 
· Provide an annual deep clean of the exterior of the buildings and grounds including windows.
· Plan periodic work and place orders for the work if contractors are used. 
· Recommend and implement changes in work procedures in accordance to improve economy, standards or ease of operation. 
· Monitor the suitability and performance of materials and light equipment and where these are inappropriate for the task. 
· Ensure that all external surface drains and gullies and kitchen grease-traps within the building complex are free flowing and clean by removing obstructions up to 3.35m. 
· Direct and clean all internal and external fixed glass surfaces up to 3.35 metres using the appropriate equipment provided to ensure safe working conditions. 
· Ensure that bins within the building complex are washed and cleaned (including school meals bins). 
· Ensure on a daily basis that litter bins within the building complex are emptied. 
· Arrange to have all waste separated for recycling and transported to the waste disposal provided by the Council.
· Provide an ongoing cleaning service to the entire premises to deal with such things as spillage, flooding, midday toilet cleaning, litter or any cleaning problem associated with weather conditions. 
· Replenish toilet rolls, soaps, paper towels and any other requisites required throughout the day. 
· Clean external signs, light covers, and notices up to 3.35m.  Clean non-electrical fittings on all portable heating and ventilation equipment. 
· Ensure that adequate supplies of materials and light equipment are requisitioned and maintained at appropriate levels and that equipment is kept in good condition, used and stored correctly. 
· Prepare the premises for after-school activities, clean and prepare the school for its normal use. 
· Ensure that cleaning staff wear Personal Protective Equipment and/or Work wear when provided. 
· Ensure that the cleaning standards within the premises meet the required standards. Investigate complaints in respect of the cleaning provision, take corrective action and where appropriate inform the Principal. 
· Arrange to have all playing surfaces including football and play surfaces, keep in good order with regular maintenance.

Equipment
· Ensure all school equipment is maintained to a high standard and that all mechanical equipment including tractors, vans, etc are kept within road traffic regulations.

Porterage 
· Receipt and transport of stores and materials and other goods and materials that have been delivered to the building premises and their distribution to and from appropriate points of storage. 
· Despatch laundry, goods and other materials from the building. 
· Where part of the school premises are used for the consumption of food and educational purposes the Senior Caretaker will be required to assist with the setting out and removal of tables and chairs and will be responsible for the cleaning of the room. 
· To transport all refuse bins to and from their collection point. 
· Prepare rooms for examinations and other purposes. 

Portable Appliance Testing
· Under the direction of the School Bursar assist the School Caretaker with PAT, relevant record keeping and reporting.
· Assist with the creation and maintenance of an Inventory of Equipment to ensure there is adequate control over school property

Administration & Management
· Plan the work of the Caretakers and ensure it is carried out to a high standard within the agreed time. Provide all Senior Caretakers with their work schedule beyond their normal duties.
· Ensure that all built time budgets are agreed with the School Bursar and adhered to by the Caretakers. Manage the timekeeping of the School Caretakers including their work roster.
· Provide cover for daily cleaning duties in the absence of cleaners.
· Assist with the supervision of students at lunch and break time and before and after school as required.
· The Senior Caretaker will carry out Induction and Refresher training of Cleaning staff (if appropriate), keeping a record of such training. 

Handyperson Duties 
· Within the competence of the post-holder. 

General Conditions
· The Senior Caretaker will accept any training to facilitate the undertaking of duties for jobs up to and including their own grade. 
· All duties must be carried out to comply with the Health and Safety at Work (NI) Order 1978, Acts of Parliament, Statutory Instruments and Regulations and other legal requirements, COSHH Regulations and Codes of Practice. 
· This job description is intended to give the post holder an appreciation of the role envisaged for the Senior Caretaker and the range of duties involved.  It does not attempt to detail every activity.  Specific tasks and objectives will be agreed with the post holder at regular intervals.
· The post holder may be expected to carry out other duties as directed from time to time by the Principal and other Senior Staff.

Conditions of Service:-  The conditions of service are those agreed by the National Joint Council for Leave Authorities Administration Professional, Technical and Clerical Services.

The post-holder may be required to carry out other duties as may reasonably be assigned by the Principal from time to time. 








Senior Caretaker Personnel Specification

	Qualifications and Experience

	Essential
	Desirable

	1. Fire & safety training with 12 months experience
2. Health & safety training with 12 months experience
3. Audio visual training with 12 months experience
4. Security consciousness
5. Physically fit
6. Full clean driving licence
7. Good organisation and multi-tasking skills

	1. Previous experience in building or maintenance trades
2. Experience in a similar role
3. Garden/Grounds maintenance experience
4. First Aid training


	Applicants should demonstrate evidence of Effective Personal Skills and Qualities

	· Commitment to the aims and values of the Blessed Edmund Rice Charter. 
· Adhere to company safety policies
· Display energy and enthusiasm.
· Good level of written and oral communication skills.



Post Primary Education Record

	School(s) Attended:
	
	From
	
	To
	

	
	
	
	
	
	

	
	
	
	
	
	




	Qualifications obtained (GCE/GCSE, etc. with Subjects & Grades)

	GCSE / Level 2
	GCE / Level 3

	Subject
	Grade
	Subject
	Grade
	Subject
	Grade

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Additional Qualifications and Experience
Please indicate additional Qualifications not already noted above.

	Degrees, Diploma, Certificates, etc.
	University or
Awarding Body
	Year of Award
	Subjects Studied
	Degree classification

	

	
	
	
	

	
	
	
	
	






Current Employment

	Employer
	From
	To
	Main Duties & Responsibilities

	
	
	
	



	
	
	
	



	
	
	
	



	
	
	
	





Previous Employment 

	Employer
	From
	To
	Main Duties & Responsibilities

	
	
	
	



	
	
	
	



	
	
	
	



	
	
	
	






Please give details and dates of other significant courses completed (including In-Service)

	[bookmark: _Hlk222404934]





















Please indicate below to what extent you have met the Essential and if relevant, Desirable Criteria and use size 12 font for your responses. Essential and Desirable criteria may be used in the final selection for shortlisting purposes.

















References: 
Please give name, address and telephone number and email address of two persons willing to give references, both of whom should be able to comment on your current professional work.  Prior consent must be obtained from referees. Please do not submit references. 
The email address provided will be used to request references.

	Professional Referee
	
	Professional Referee


	Name: 
	
	
	Name: 
	

	Address
	
	
	Address
	

	
	
	

	Email Address
	
	
	Email Address
	

	Tel. No.
	
	
	Tel. No.
	



		Have you been convicted of any criminal offence? Please tick the appropriate box. If yes, please give details (include nature of offence and sentence).
	Yes
	No

	
	
	

	




NOTE: This post is (or may be) exempt from the provisions of the Rehabilitations of Offenders (Exceptions) Order 1979.  You are therefore not entitled to withhold information about convictions, under the provisions of the order.  Any failure to disclose such convictions could lead to disqualification or dismissal.  Any information given will be used only in connection with the post to which the order applies.

I have read the conditions relating to the appointment of staff in this school.  I am physically fit and legally able to discharge satisfactorily the duties of this post.  There is no reason why I am not suitable to be employed to work with children.  The foregoing particulars are complete and correct to the best of my knowledge and belief.

Usual Signature of Applicant:                                                                                Date:  
A candidate found to have knowingly given false information, to have suppressed any material fact or who fails any subsequent criminal record check will be liable to disqualification, or if appointed, to dismissal.



Candidates are expected to clearly outline on their Application Form how they have met the above Essential and Desirable Criteria. The Board of Governors reserves the right to introduce additional shortlisting criteria as may be necessary. Applicants for the post will be expected to fulfil the duties as outlined in the Job Specification provided.

The Christian Brothers’ Grammar School Omagh is an equal Opportunities Employer and welcomes applications from all sections of the community. It reserves the right to interview only those candidates who appear, from the information available, to be the most suitable in terms of experience, qualifications, and other requirements of the post. The successful applicant will be vetted for employment as set out by Access NI as an Enhanced Disclosure. (See www.accessni.gov.uk) 

GUIDANCE NOTES FOR COMPLETING YOUR APPLICATION.
Your application form plays a key part in our selection process as it provides the information for the recruitment panel to decide whether you will be shortlisted and will be considered as part of the decision-making process. Please read the following information which will assist you to complete the application form as effectively as possible. 

1. Job Description and Personnel Specification. 
· Read all the information provided. The job description sets out the duties and responsibilities you will be expected to carry out in this post. The personal specification lists the skills, knowledge, qualifications, and experience required. 

2. Written Responses. 
· Prepare a rough draft. This will avoid mistakes and repetition and helps to ensure that the final version is well organised, well presented, and relevant. 
· Complete your responses using size 12 fonts.
· If a word limit has been specified - please ensure that you do not exceed the word limit specified for each response. In the interests of equality for all applicants if the word limit is exceeded information after that point will not be considered.   

3. Additional Material.
· CVs or other information must not be included and if submitted will not be considered. 

4. Shortlisting. 
· You will be shortlisted for the post based on the information provided in your application. It is therefore essential that you fully demonstrate through your application how, and to what extent, you satisfy each of the criteria listed. 
· We will only shortlist those applicants who, from the information provided on the application form, most closely match the selection criteria for the post. 
· Criteria may be enhanced to facilitate shortlisting. 

5.Eligibility to work within the UK. 
· The school must ensure that you are legally entitled to work in the UK. If you are offered a position, you must provide original documents to prove that you are legally able to work in the UK.   

6. All application forms must be received via email. 
· Confirmation of receipt will be by email and interviews will be held as soon as possible after the closing date for applications.
· More information about the school and application forms are available on the school website. http://www.cbsomagh.org 


TIMETABLE FOR THE APPOINTMENT 
a) The closing date for the receipt of applications is indicated on the Application Form and applications received after that date will not be accepted. 
b) A short-list of candidates to be invited for interview will be drawn up.  Those invited for interview will be given full notice of the arrangements. 
c) When the successful applicant has been offered and has accepted the post all other short-listed candidates will be informed of the outcome. 
d) A reserve list for future, similar vacancies may be maintained which will normally be kept open for no longer than twelve months unless there are cogent reasons for extending the period.  
e) The Board of Governors reserves the right to appoint an alternate candidate from the reserve list, without re-advertisement, for such future vacancies or if any change in circumstances should mean the successful candidate is unable to take up the post.
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