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Role Description
Job Title:

Porter
Reports to:
Head Porter
General Information 
Uppingham School, founded in 1584, is a leading co-educational independent boarding school.  Its 800 pupils, aged 13-18, are accommodated in 15 boarding houses, taught by over 20 academic departments, and participate in numerous extra-curricular activities such as sports, music, and drama.  The academic programme is supported by business units responsible for marketing, estates, finance, human resources, IT, catering, cleaning, health and safety, and the School’s trading subsidiary.  The School employs almost 600 staff and operates seven days a week during term-time.

Uppingham is committed to Equality, Diversity and Inclusion and welcomes applications from anyone who feels they could fulfil the role.

Job purpose
The Porterage role is vital in ensuring the smooth running of our thriving school, and you will play a key role carrying out a variety of duties within our historic and varied range of buildings. This will include maintaining equipment and facilities and ensuring the security of buildings. 

Responsibilities

To work under the direction and guidance of the Head porter, following their instructions to carry out the following tasks:
· Assist in the preparation of School facilities for functions, lectures, meetings, concerts, lettings and examinations etc. as directed by the Head Porter. 

· Assist in the above duties at weekends on a rota basis for which overtime will be paid.  This will include Sunday working from time to time to assist with the School’s operational needs. 

· Ensure the security of the buildings and property in all School areas (excluding Boarding Houses).

· Engage in the delivery and collection of cleaning equipment, bedding and furniture around the School as directed by the Head Porter. 

· Clean and maintain porterage cleaning machines and vehicles, to ensure the timely reporting of any defects to the Head Porter.

· Maintain the School at a high standard of cleanliness as directed by the Head Porter or their Deputy.
· Regularly test security, fire alarms and flush water systems in the School. 
· Collect and distribute all internal and external post around the School, on a rota basis.
Additional Duties 

· The School operates lock up duties, both in the morning and evening, on a rota basis prepared by the Head Porter.  The School Porters will be included on the rota by agreement; however, this is not a compulsory requirement for individuals.  ‘Lock-ups’ are worked in addition to the contracted 39 hours and are currently paid at a rate of £14 per hour for weekdays and £22 per hour for weekends, giving estimated non-guaranteed additional earnings of circa £2,200 per annum.  
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
Skills and Experience
· Demonstrable literacy and basic numeracy skills

· Excellent timekeeping 

· Ability to work with minimum supervision, and as part of a team

· Positive, flexible, can-do attitude

· Trustworthy, loyal and team player

· Ability to deal with students, staff and members of public in polite and helpful manner. 

· Adaptable to change.

· Methodical thinker with an eye for detail. 

· Previous porterage experience/experience in a similar role (desirable)
· Previous cleaning experience (desirable)

· Previous experience of lock up/security duties (desirable)

· An understanding of COSHH and Health and Safety at work (desirable)

· Full driving licence* (desirable)
*A full clean driving licence is preferred.  This position involves driving vehicles around the School’s estate.  Any offer of employment will therefore be conditional upon the successful candidate’s being accepted for insurance cover by the School’s insurance provider.  Whilst every application will be considered on its own merits, successful applicants should note that if they have six or more penalty points on their driving licence, or a previous drink-driving conviction, they may not be accepted for cover by the School’s insurers, in which case any offer of employment would be withdrawn. 

Benefits 


Working hours
An average of 39 hours a week for 52 weeks a year.  Normal working hours during term time plus the last week of School holidays (33 weeks) are Monday to Friday, 7:00 to 15:30, with unpaid breaks totaling one hour and 15 minutes per day, and Saturday, 7:00 to 11:00.  For one in every three weeks, you will be on post duties, and you will work Monday to Friday, 8:15 to 16:45, with unpaid breaks totaling one hour and 15 minutes per day, and Saturday, 7:00 to 11:00.

During the School holidays you are not required to work on Saturdays. Occasional Sunday working will be required from time to time, for which overtime will be paid.      

Salary
£21,017.97 per annum. 
Probation period
Six calendar months.
Pension scheme
Defined contribution scheme: employee contribution matched by School by factor of two, up to 10% maximum

Benefits
Free membership of the dual-use Sports Centre (£25 annual joining fee)
Free staff lunches in term-time

50% contribution to premiums for School’s private health scheme

Westfield Health Scheme providing money back for various treatments, including optical and dental.

Retail, gym, supermarket, cinema, and restaurant discounts

Cycle to work scheme.

Employee Assistance Programme which provides a range of support including counselling and legal advice

Occupational Health Services 

Free annual ‘flu jabs’

Recognised as a “Disability Confident” employer.

Recognised as a “Mindful” employer.

Working towards “Investors in Diversity

Holidays
The annual holiday entitlement is 25 working days.  Up to 5 days must be taken over the Christmas period.  Public holidays in term time are normal working days; a day off in lieu is given at another time.
Safeguarding and Child Protection


The post-holder’s responsibility for promoting and safeguarding the welfare of children and young persons for whom they are responsible, or with whom they come into contact, will be to adhere to and ensure compliance with the School’s Safeguarding (child protection) Policy at all times. If in the course of carrying out the duties of the post the post-holder becomes aware of any actual or potential risks to the safety or welfare of children in the School, they must report any concerns to the School’s Designated Safeguarding Lead (DSL) or to the Headmaster.

Applications

Applicants should complete the School’s application form, which can be obtained from the website (www.uppingham.co.uk) and returned, when completed, to hr@uppingham.co.uk, 01572 822216.

The HR Department

Uppingham School

High Street West

Uppingham 

Rutland

LE15 9QD

Please note this job description outlines the main duties and responsibilities of the position and is designed for the benefit of both the post holder and Uppingham School in understanding the prime functions of the post.  It should not be regarded as exclusive nor exhaustive as there may be other duties and requirements associated with and covered by the post.
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