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BROMSGROVE SCHOOL MISSION STATEMENT

FLAIR : DISCIPLINE : ACADEMIC RIGOUR

$TQOUITQXG�5EJQQN�CKOU�VQ�RTQFWEG�JCRR[��ETGCVKXG��OQTCN�EKVK\GPU�YJQ�NKXG�OQVKXCVGF��HWNƂNNGF�NKXGU�YJKNG�GPTKEJKPI�VJG�NKXGU�QH�QVJGTU��

+V�UGGMU�VQ�CEJKGXG�VJKU�VJTQWIJ�CP�GPNKIJVGPGF��FKUEKRNKPGF�CPF�DTQCF�GFWECVKQP�VJCV�TGURQPFU�VQ�INQDCN�EJCPIG�YJKNG�TGVCKPKPI�EQTG�XCNWGU���

6JG�%QTG�8CNWGU�$TQOUITQXG�UGGMU�VQ�HQUVGT�KP�KVU�RWRKNU�CTG��*WOKNKV[�CPF�%QPƂFGPEG��%QORCUUKQP�CPF�#ODKVKQP��4GURGEV�CPF�%WTKQUKV[��6QNGTCPEG�CPF�8KUKQP

Applicant information for the post of  

Housekeeping and School Accommodations Manager  

 



OVERVIEW 

$TQOUITQXG�KU�QPG�QH�VJG�7-oU�NCTIGUV��DWUKGUV�CPF�OQUV�UWEEGUUHWN�UEJQQNU��6JG�5GPKQT�
UGEVKQP�JCU������UVWFGPVU��YKVJ�CPQVJGT�����UVWFGPVU�KP�[QWPIGT�[GCT�ITQWRU��9G�CTG�
EQGFWECVKQPCN�YKVJ�C�TQWIJN[�GSWCN�OKZ�QH�$QCTFKPI�CPF�&C[�RWRKNU��
9G�CTG�EWTTGPVN[�UGGMKPI�C�*QWUGMGGRKPI�CPF�5EJQQN�#EEQOOQFCVKQPU�/CPCIGT��6JG�
TQNG�JCU�DGEQOG�CXCKNCDNG�FWG�VQ�VJG�TGVKTGOGPV�QH�C�NQPI�UGTXKPI�EQNNGCIWG��6JG�TQNG�
will require the successful applicant to manage the daily operation of this large and 
DWU[�FGRCTVOGPV�KPENWFKPI�C�.CWPFT[�
VJGTG�KU�C�.CWPFT[�/CPCIGT�KP�RQUV��CPF�UEJQQN�
CEEQOOQFCVKQPU�
UEJQQN�DWKNFKPIU��DQCTFKPI�JQWUGU��FC[�JQWUGU�CPF�RTKXCVG�TGUKFGPEGU��
VJTQWIJQWV�VJG�[GCT���6JG�*QWUGMGGRKPI�CPF�.CWPFT[�VGCO�CTG�CRRTQZKOCVGN[�����
EQNNGCIWGU�KP�VQVCN��

The School operates all year round and during holiday periods has large numbers of 
4GUKFGPVKCN�.GVU�CPF�%QPHGTGPEGU�YJKEJ�CNN�TGSWKTG�*QWUGMGGRKPI�UWRRQTV��;QW�YKNN�PGGF�
to liaise with other departments such as Events and Estates in respect of availability and 
OCKPVGPCPEG�YQTMU�GVE��VQ�RTQXKFG�VJG�JKIJGUV�UVCPFCTFU�QH�ENGCPNKPGUU�CPF�EWUVQOGT�

THE ROLE - specific responsibilities 
 
• 6Q�OCPCIG�VJG�VGCO�FCKN[��KPENWFKPI�C�&GRWV[��.CWPFT[�/CPCIGT��*QWUGMGGRKPI�

5WRGTXKUQTU��&C[�*QWUGMGGRGTU�
YQTMKPI�YKVJKP�VJG�5EJQQNoU�&C[�*QWUGU���#UUKUVCPV�
*QWUGMGGRGTU�CPF�.CWPFT[�#UUKUVCPVU�CETQUU�CNN�UEJQQN�UKVGU�

• To oversee the rotas of all colleagues to ensure that there is effective cover at all times 
VQ�RTQXKFG�VJG�PGEGUUCT[�UGTXKEG�CPF�UVCPFCTFU�QH�ENGCPNKPGUU�

• 6Q�TGETWKV��VTCKP�CPF�FGXGNQR�EQNNGCIWGU�KP�CEEQTFCPEG�YKVJ�VJG�5EJQQNoU�*4�RQNKEKGU�
CPF�RTQEGFWTGU�

• To meet with colleagues annually to appraise and identify any personal development 
PGGFGF�

• To use the School’s online attendance system and ensure that all hours, holiday and 
CDUGPEG�CTG�TGRQTVGF�VQ�VJG�RC[TQNN�QHƂEG�KP�C�VKOGN[�OCPPGT�HQT�RC[TQNN�RTQEGUUKPI��

• To ensure that budgets are controlled in relation to staff costs and purchasing of 
JQWUGMGGRKPI�UWRRNKGU�CPF�ENGCPKPI�RTQFWEVU�

• To maintain appropriate stock levels and ensure prompt ordering of products and 
UGTXKEGU�VQ�GPUWTG�VJCV�C�JKIJ�UVCPFCTF�JQWUGMGGRKPI�UGTXKEG�KU�FGNKXGTGF�

• 6Q�CRRQKPV�CPF�OCPCIG�GZVGTPCN�EQPVTCEVQTU�KP�EQPLWPEVKQP�YKVJ�VJG�'UVCVGU�/CPCIGT�
for sanitary waste, window cleaning and any other required cleaning services to the 
5EJQQN����

• 6Q�CNYC[U�HQNNQY�UVCVWVQT[�*GCNVJ�CPF�5CHGV[�CPF�&CVC�2TQVGEVKQP�NGIKUNCVKQP�

• To prepare and maintain departmental records including risk assessments for 
individuals as needed, the Housekeeping and Laundry Department and health and 
UCHGV[�VTCKPKPI�TGEQTFU�

• To operate a quality standards procedure which should be followed by colleagues and 
OCKPVCKPGF�CV�CNN�VKOGU�HQT�UEJQQN�RWRKNU�CPF�GZVGTPCN�EWUVQOGTU�VQ�VJG�5EJQQN�

• To be a visible presence around the school campuses, checking cleaning standards 
and remedying if they are not satisfactory and reporting any building defects so that 
VJG[�ECP�DG�CEVKQPGF�CPF�FGCNV�YKVJ�RTQORVN[��

Job Title: Housekeeping and School Accommodations Manager.
  
Line Manager:  Director of Estates 
  
Hours of Work�� (WNN�VKOG�/QPFC[�VQ�(TKFC[������JQWTU�HQT����YGGMU�QH�VJG�[GCT���
� � 0QVKQPCNN[������C�O������R�O��
����OKPWVG�WPRCKF�NWPEJDTGCM�

Rate of Pay: Negotiable dependent upon experience 
  
Holidays:� ���FC[U�RGT�CPPWO��RNWU���5VCVWVQT[�$CPM�JQNKFC[U
� � ��CFFKVKQPCN�FC[U�CHVGT���[GCTUo�UGTXKEG
  
Additional Benefits:
� � #�%QPVTKDWVQT[�2GPUKQP�5EJGOG�QH�WR�VQ����KU�CXCKNCDNG�
� � (TGG�OGCNU�YJKNUV�QP�FWV[��HTGG�ECT�RCTMKPI��
� � 1P�UKVG�ECT�RCTMKPI�



PERSON SPECIFICATION
  

             Essential            Desirable 
Experience/Qualifications 
9QTM�GZRGTKGPEG�KP�C�UKOKNCT�GPXKTQPOGPV� � � � � �
'FWECVGF�VQ�n#o�NGXGN�UVCPFCTF�$6'%�� � � � � �
'ZRGTKGPEG�QH�OCPCIKPI�C�NCTIG�PWODGT�QH�EQNNGCIWGU� �� ������������������������������������������������������������������������������������������������
'ZRGTKGPEG�QH�TGETWKVKPI�CPF�TGVCKPKPI�UVCHH�� � �

Skills, Knowledge, Abilities  
9QTMKPI�MPQYNGFIG�QH�OQPKVQTKPI�ENGCPKPI�UVCPFCTFU� �
-PQYNGFIG�QH�CRRNKECDNG�*GCNVJ�CPF�5CHGV[�NGIKUNCVKQP�� ��
#DKNKV[�VQ�FTKXG� � � � � � �
5VTQPI�CFOKPKUVTCVKXG�UMKNNU� � � � �
'ZEGNNGPV�VGNGRJQPG�OCPPGT� � � � �
5VTQPI�+%6�5MKNNU�� � � � � �
1TICPKUCVKQPCN�UMKNNU� � � � � �
'ZEGNNGPV�VKOGMGGRKPI� � � � � �

Personal
2GTUQPCDNG� � � � � � �
5GNH�OQVKXCVGF� � � � � � �
2TQHGUUKQPCN� � � � � � �
&KUETGGV�� � � � � � �
'HƂEKGPV�� � � � � � �

• To regularly check all school accommodations to ensure that they are being 
OCKPVCKPGF�VQ�C�JKIJ�UVCPFCTF�QH�ENGCPNKPGUU�CPF�TGRCKT��6Q�TGRQTV�CP[�YQTMU�PGGFGF�VQ�
VJG�&KTGEVQT�QH�'UVCVGU�

• To regularly audit all equipment and machinery in conjunction with the support of the 
'UVCVGU�VGCO�VQ�GPUWTG�VJCV�KV�KU�OCKPVCKPGF�CPF�KP�YQTMKPI�QTFGT�CV�CNN�VKOGU����

6JKU�LQD�FGUETKRVKQP�KU�PQV�PGEGUUCTKN[�C�EQORTGJGPUKXG�FGƂPKVKQP�QH�VJG�TQNG�CPF�VJG�LQD�
holder may be directed to undertake other duties which may be reasonably given from 
VKOG�VQ�VKOG�D[�VJGKT�.KPG�/CPCIGT��+V�OC[�DG�TGXKGYGF�CPPWCNN[�QT�GCTNKGT�KH�PGEGUUCT[�CPF�
KV�OC[�DG�UWDLGEV�VQ�OQFKƂECVKQP�QT�COGPFOGPV�CV�CP[�VKOG�CHVGT�EQPUWNVCVKQP�YKVJ�VJG�RQUV�
JQNFGT�



How to Apply 

2NGCUG�EQORNGVG�VJG�QPNKPG�CRRNKECVKQP�HQTO�

6JG�ENQUKPI�FCVG�HQT�CRRNKECVKQPU�KU�6JWTUFC[��PF�,CPWCT[������

The School is committed to safeguarding and promoting the welfare of children and young people. 
Applicants must undergo child protection screening, including checks with past employers and the 
Disclosure and Barring Service. This is a regulated position and  the School follows safer recruitment 
procedures; candidates should refer to the School’s Recruitment Policy that is available on the 
website. 




