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  Dear Applicant 
 
 

I am delighted to provide an application pack for this post at Huddersfield New College. Hopefully the 
information provided will be of interest to you and will help you in taking your application forward. 

 
Huddersfield New College has operated as a Sixth Form College since 1974, and across the 44 years to 2019, has 
established a national reputation as an Outstanding College. The College had its last OFSTED inspection in April 
2016. The report is available to view on our website and at https://reports.ofsted.gov.uk/ 

 

The College currently has around 2450 students on roll. In summer 2018, again, we celebrated their outstanding 
success on A levels and BTECs, with student progress at advanced level in the top 15% nationally, for the third 
year in a row. We want to continue to achieve this level of success year on year. Crucial to this is that we are at 
all times ambitious about what our students can achieve; this means that we are looking for new colleagues who 
genuinely embrace our goal to ensure that all of our students achieve their very best at Huddersfield New 
College. 

 
I make no apologies for stating that we also want to work with colleagues who are passionate about wanting to 
work with young people. This means that we are also looking for new colleagues who have an unconditional 
positive regard for young people. Our College is no place for cynics and so we only want to appoint and work 
alongside people who genuinely want to make a positive difference to the lives of the young people who come 
under our care and guidance. 

 
Working at Huddersfield New College is demanding. Everyone works hard and so new colleagues should also 
have a willingness to work hard and to go the ‘extra mile’ for our students: many of our students would not be 
as successful as they are without this. However, I can assure you that you will be appreciated for this hard work 
and that you will be provided with excellent support, continuous professional development and the resources 
to carry out a first class job. 

 
I am extremely proud to be Principal of Huddersfield New College. We transform lives. This is the moral 
dimension to our work, so recruiting and selecting people who will be equally proud to work here, and who want 
to make a positive difference to the lives of young people through education, is crucial. If you are inspired by this 
moral purpose and the opportunity to make a positive difference, then please apply. 

 
Finally, I would like to say that I do appreciate how long it takes to apply for jobs. If you do decide to apply, I 
appreciate your investment of time and, whatever the outcome, I wish you well in the future. 

 
Yours sincerely 

 
Angela Williams 

Principal 
 

https://reports.ofsted.gov.uk/


 
 
 
Job Description 
 

 
Application Guidance  
 
The Job Description details the duties and responsibilities of the post. The Person Specification details the principle 
skills and personal attributes the post holder must possess and actively demonstrate in order to effectively fulfil the 
role.  The criteria are ranked as ‘Essential’ and ‘Desirable’ and your application form should demonstrate how you 
meet these criteria and possess the key skills relevant to the job description. 
 
The ranking of criteria on the person specification can be explained as follows: 
 
Essential The successful candidate must meet the Essential criteria in full on the first day of commencing in 

post in order to be able to effectively fulfil the role to which he / she has been appointed. 
 
Desirable The post holder needs to meet the Desirable criteria to fulfil the role on a longer-term, permanent 

basis.  The successful candidate would be expected to develop his / her skills and knowledge within 
an agreed timescale (usually within six to twelve months of his / her start date) to meet the 
Desirable criteria in full, if they are unable to demonstrate they meet these criteria at short-listing 
and interview stage. 

 
Criteria will be measured through a number of methods, the key to which is as follows: 
 
A  Application 
I  Interview 
R References 
C  Certificates 
T  Test 
DBS Disclosure and Barring Service Enhanced Criminal Records Check 
 
These letters are used in the ‘Assessment Method(s)’ column on the Person Specification to identify to you the 
combination of methods which will be used to assess you against the requirements of the position for which you are 
applying.  In the first instance your application form will be used to determine the extent to which you meet the 
criteria for the role and will inform short-listing decisions. 
 
Where criteria are to be identified through the Interview and / or Test(s), these may involve scenario-based or 
hypothetical questions and a combination of written exercises, literacy and / or numeracy assessments, 
presentations, and any other practical assessments relevant to the role.  For teaching positions candidates will 
usually be asked to deliver a micro-teaching session to facilitate assessment of teaching ability. 
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Post title Estates Operational Caretaker 

Post reference HS1819/39 

Location of the post The post holder will be a member of the Estates team 

Reports to Director of Estates 

Remuneration* NJC Support Staff Salary Spine 19 – 21 (£17,700 - £18,400) 

Contractual* 

37.5 hrs per week working on a shift pattern (05:00 – 20:00 Monday – Friday); 
overtime rates apply for additional hours worked (agreed in advance with the 
Director of Estates) 
Permanent contract 

* Valid at date of appointment 
 
Key focus: Provision of high quality support services to the College  
All support staff are expected to contribute fully to the shared objective of supporting the provision of 
high quality education and support to maximise students’ achievements, as detailed in the College’s 
vision: To remain an outstanding Sixth Form College, providing high quality sixth form education for all 
our students, enabling them to fully realise their potential, develop as responsible young adults, and 
progress successfully, and with confidence, to further learning and their future career. 
 

Overall purpose of the post 
• To provide a high quality caretaking and estates management service to the College. 
• To contribute to the maintenance of a clean, hygienic, safe and secure working and learning 

environment. 
• To be responsible, as part of a team, for the effective and efficient day-to-day running of the College 

buildings and estates. 
 

In the first instance, your responsibilities are outlined below.  As the needs of the College change, you 
will be expected to take on or relinquish responsibilities as directed by the Director of Estates and the 
Senior Leadership Team. 

Building and estates operation 
• To open and close the College’s buildings to meet the requirements of its uses. 
• To operate and maintain the boiler plant (together with online and computerised systems), air cooling 

systems, water systems, electrical plant, lighting systems, and other plant. 
• To be trained on and to operate fire panel systems, in order to ensure that weekly fire alarm tests are 

undertaken in every building. 
• To wear the required uniform and PPE at all times whilst on campus. 

 
Site security 
• To be a key holder and oversee the key holder system (including the electronic lock systems) and to 

be the point of contact during agreed rotas for emergency call out to site. 
• To oversee the burglar and fire alarm operation and maintenance, ensuring that any problems are 

reported to the Director of Estates. 
• To perform regular routine checks in liaison with the Director of Estates, including fire safety checks. 
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• To report any unwanted visitors and inappropriate behaviour to a member of the Safeguarding team. 
• To monitor the College’s CCTV system as directed by the Director of Estates. 
• To ensure that all external barriers and gates are secured when the Campus closes. 

 
Routine maintenance and repairs 
• To identify, log and accurately report defects within the College’s buildings and estates to the Director 

of Estates. 
• Within own competence, to carry out emergency repairs and a range of minor repairs. 
• To monitor the work and safety of contractors working on site ensuring that external contractors 

comply with the Visitor’s Policy. 
 

Driving 
• To drive College vehicles in accordance with requirements. 
 
Portering 
• Deliver internal and external mail and reprographics supplies as required. 
• To undertake porterage duties including the transportation and setting up of furniture / equipment to 

meet the specified requirements. 
 

Cleaning 
• To monitor the work of the College’s cleaners, to ensure the required standards are consistently met; 

if standards are not being met to report this to the Director of Estates. 
• To be responsible for the maintenance of cleaning equipment, both electrical and manual. 
• To provide relevant CPD to staff as directed by the Director of Estates. 
• To ensure that the estates and buildings are cleared of waste on a daily basis, that fire corridors are 

clear and accessible at all times, and that any sightings of pests or vermin are reported and acted upon 
promptly. 

• To assist the cleaners with deep cleaning activities for any required sections on campus. 
• To ensure that cleaners adhere to COSHH / IOSH regulations at all times. 
• To assist the Director of Estates with the minuting and input to cleaning team toolbox meetings. 
• To ensure that legal compliance with Health and Safety is maintained at all times. 
• To monitor and maintain inventory items and stock levels, ordering consumables in line with College 

processes. 
 

Self-assessment 
• To work with the Director of Estates to formulate, self-assess, monitor and evaluate the estates 

provision / services and to identify areas for development and improvement on an ongoing basis. 
 

Overall contribution to HNC 
• Operate at all times within the stated policies and practices of the College and actively promote 

them. 
• Play a full part in the life of the College, to support its distinctive aim and ethos and to encourage 

other staff and students to follow this example. 
• Work co-operatively with staff throughout the College to implement the College’s Quality 

Improvement Plan and contribute to the achievement of the College’s Vision and Mission. 
• Maintain effective working relationships and set a good example through their personal presentation 

and personal and professional conduct.  
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• Attend and contribute to meetings in accordance with the College Calendar and as directed by the 
Line Manager and/or the Senior Leadership Team. 

• Participate in appropriate in-service training opportunities, both internal and external, to update 
professional practice, reflecting individual, departmental or whole College development goals.   

• Participate in arrangements made in accordance with regulations for the appraisal of performance in 
the context of the College’s Professional Development Review cycle.  

• Participate in further training and professional development, including undertaking training and 
professional development which aim to meet needs identified during the Professional Development 
Review process.  

• Be familiar with the College’s Health and Safety Policy, Safeguarding and Child Protection procedures 
and the Prevent Strategy and Risk Assessment action plan and implement them as appropriate.  

• Ensure the safe and secure handling and storage of personal data belonging to students, staff and 
other parties in compliance with General Data Protection Regulations. 

• A flexible approach to work, which will include evenings and Saturdays. 
• Undertake such other duties as reasonably required by the Principal. 
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Estates Operational Person Specification  
 

Essential Criteria Assessment Method(s) 
A I R C T DBS 

Previous experience in a similar role. ● ● ●    
Minimum of Level 2 qualification in literacy and numeracy (e.g. GCSE 
English and Maths at grade A*-C) or able to demonstrate equivalent 
level of ability. 

●   ●  
 

A First Aid qualification or willingness to obtain the qualification upon 
appointment. 

●   ●   

The ability to work as a member of a team and individually as required, 
and to develop good working relationships with staff throughout the 
College.  

● ● ●    

Strong interpersonal and communication skills (both written and verbal). ● ● ●    
Excellent organisational and administrative abilities, including the ability 
to manage own time and prioritise work to meet specified, demanding 
deadlines. 

● ● ●    

Commitment to equality and diversity initiatives, including the 
promotion of British values and anti-discriminatory practice. ● ● ●    

Suitable to work with children and young and / or vulnerable adults. ● ● ●   ● 
Willingness to work additional hours on occasion to support busy 
periods in the year. ● ● ●    

A proactive commitment to work, including the ability to respond 
flexibly and creatively to new challenges and opportunities. ● ● ●    

Committed to Equality and Diversity.  ●     
Enhanced DBS Clearance. *      ● 
Ability to meet the requirements of the Asylum and Immigration Act (to 
be legally employed to work in the UK).    ●   

Desirable Criteria Assessment Method(s) 
A I R C T DBS 

Experience of supervising other staff, including monitoring and 
managing work performance and distributing work. ● ● ●    

Previous experience of working in an educational environment. ● ● ●    
A vocational or professional qualification relevant to the role (e.g. a 
qualification in Facilities Management). ● ● ●    

A health and safety qualification (e.g. COSHH, IOSH, RIDDOR) or 
equivalent level of knowledge.  (The successful applicant will be required 
to undertake training in this respect, if he / she does not already have a 
relevant qualification and / or knowledge). 

● ● ●    

Familiarity with using IT applications e.g. Trend, CCTV, BMS, Word, Excel 
and Outlook. ● ● ●    
Hold a current, clean driving licence to a D1 standard (or be prepared to 
be trained to Midas standard as part of CPD) ●      

*This will follow an initial offer of employment 
Key 

A Application T Test 
I Interview DBS Disclosure & Barring Service 
R Reference C Certificate  
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