


JOB DESCRIPTION

	POST:

	GENERAL ASSISTANT

	Nature of Employment:
	Two year Fixed Term in accordance with General Conditions of Employment.


	Job Location:
	All appointments are to Dublin and Dun Laoghaire Education and Training Board (DDLETB).  Appointees will be assigned in the first instance to Loughlinstown Training Centre or other such place designated as appropriate by DDLETB.


	The Organisation:
	Dublin and Dun Laoghaire Education and Training Board is a statutory local education authority operating under the terms of the Education and Training Boards Act 2013.  The ETB provides mainstream educational programmes to schools and colleges as well as providing a wide range of adult and community programmes.  The ETB’s educational remit extends from Balbriggan in the north of the county to Lucan in the west, to Dun Laoghaire in the south.

Dublin and Dun Laoghaire Education and Training Board’s mission is to be the leading provider of integrated education services which enable children, young people and adults to fulfil their potential in a positive learning environment.  We will promote equality, innovation and partnership in the delivery of our services.

	

	Reporting to:
	Programme Manager

	Job Summary/ Purpose:
	Assist generally in the efficient operation of the Centre in providing caretaking and maintenance services in accordance with 
· HSE/ETB COVID-19 guidance, protocols and practices 
· and as directed by the Programme Manager in line with practices and procedures of DDLETB.




FUNCTION OF THE JOB: 
1. The general organisation, cleanliness and tidiness of the Training Centre and its environs, including cleaning tasks in classrooms, workshops, corridors, toilets, canteen, yards, stores, ground maintenance work, waste management and any other area identified. 
2. The efficient and economical operation of the heating, lighting, water and sewage systems.
3. Ensuring the security of the Training Centre and Grounds by securing exits/entrances, windows, doors etc. at appropriate times. 
4. Assisting generally in the efficient operation of the Centre.
5. Porterage duties will include the receipt of materials and other goods that have been delivered to the premises and their distribution to and from appropriate points of storage. 
6. Setting out or putting away tables, desks or any other furniture within the premises as required, including preparing for activities outside the normal working day. 
You may be assigned to a particular section of the Training Centre, or to generally assist throughout the training centre.  Your line manager will assign your duties to you, and notify you of the requirements from time to time.

TASKS / DUTIES & RESPONSIBILITIES:
1. Cleanliness and general tidiness of the Training Centre and its environs.
2. Using and maintaining cleaning equipment to ensure that all areas are sanitised to a high quality (in cooperation with the Cleaning staff).
3. Cleanliness and servicing of storerooms, wash-up facilities and toilets. Ensuring that circulation and social areas, interior and in the open, are kept clean and tidy to COVID-19 cleaning standard levels during each workday and especially after morning and lunch breaks. 
4. Ensuring that classrooms, circulation areas, staff offices etc. are cleaned to COVID-19 standard level at the end of each workday and/or following after-centre activities to be in a fit and proper condition for the centre to commence the following morning, by way of personal cleaning as assigned, and by way of overseeing and supporting the work of cleaning services staff in all areas.
5. Ensure that all drains, water traps etc. are cleaned regularly. Clear minor toilet blockages.
6. Control all general lighting to ensure economy. 
7. Ensure that the yards and loading bays are clean and tidy. Ensuring that all external hard surfaces - paths, grounds around the property, are clean, tidy, and free of litter; that all drains and gullies are free flowing and clean. 
8. Ensuring that all bin areas and bins within the centre are emptied, washed, and cleaned regularly. Transport all refuse bins to and from their collection points. 
9. Supervise the operation of central heating plant and ensure efficient and economic operation.  Clean and control the dust extractor and fume extractor equipment where necessary.
10. Ensure that all windows in work area are secured before security lock-up time. 
11. Ensure that all lights, water taps, fans, extractor plants etc. are turned off before security lockup time. 
12. Undergo Health and Safety training as required.
13. Report any defects or unusual occurrences to Programme Manager. (Buildings & Facilities) 
14. Responsible for ensuring all defects in cleaning/maintenance equipment are reported promptly to the Programme Manager and arrangements made for repair on approval of same.  Electrical Services - replacing bulbs, tubes, and plugs.
15. Willing co-operation in undertaking tasks allocated to him/her. Any other duties appropriate to the grade which may be specified by management from time to time.

General
· All duties must be carried out to comply with:
· COVID-19 HSE/ETB maintenance and cleaning protocols and practices.
· Safety, Health and Welfare at Work Acts, 1989 – 2018.
· ETB’s Codes of Practice and Procedures.

ESSENTIAL REQUIREMENTS
· Experience and understanding of Health and Safety issues
· Understanding/experience in electrics, plumbing and carpentry 
· Good organisational and time management skills
· Ability to work effectively and supportively as a member of the training centre team.
· Ability to act on own initiative, dealing with any unexpected problems that arise
· Punctual, reliable and trustworthy
· Confidentiality with regard to centre business
· Experience of working in a trade would be an advantage.

WORKING CONDITIONS
	Salary Grade :
	Caretaker
€29,558 p.a. to €33,659 p.a.

	Hours per week:

	39 hour week (exclusive of lunch), Monday to Friday 
Where a centre has a sanctioned second caretaker post a split shift pattern may apply with alternating early starts and late finishes.

	General :
	Salary is paid fortnightly.  The ETB operates a contributory group VHI scheme and flexible working hours. 


	Annual Leave :
	22 days per annum.  This leave is on the basis of 39 hour, five day week and is exclusive of the usual public holidays.  Holidays must be taken at times to coincide with school holidays and by prior agreement with the Principal.


	Probation :
	The probationary period will be six months.  An officer of an ETB, Local Authority, Institute of Technology or Health Board who has already served a probationary period should not, on transfer or promotion, be required to serve a further probationary period.


	Superannuation :
	Membership of the ETB Superannuation Scheme and of the ETB’s Spouses and Children’s Scheme is automatic and compulsory.


	Note:	The functions and responsibilities assigned to this position are based on the current stated role and objectives of Dublin and Dun Laoghaire Education and Training Board these may alter in line with any change in the role and objectives of the ETB.



Dublin and Dun Laoghaire Education and Training Board is an equal opportunity employer.  Recruitment to posts within the ETB is on the basis of qualifications and the ability to carry out the responsibilities of the grade or post.
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