Operations Team Member
Candidate Information Pack

INTRODUCTION
The Operations team provide a safe environment in which our
pupils can enjoy their education, by undertaking security patrols,
un-locking and lock-up of buildings across the Foundation, callout and response duties and many other tasks that will contribute
to the professional appearance and smooth running of the
Foundation. The Operations team will also be responsible for
porterage, assembly and installation & event set-up/breakdown.
The Mill Hill School Foundation has a successful boarding
population and as such, the Operations Team’s responsibilities will
cover Monday to Sunday (based on a rota system).
Closing date for applications: 9.00 am on Wednesday 2 February
2022
Key facts about this role

Liaising with:
Reporting to
THE DOMESTIC BURSAR

ALL OPERATIONS DEPARTMENTS:
HOUSE KEEPING, GROUNDS,
MAINTENANCE & CATERING

Shifts:
FIVE AND A HALF DAYS
PER WEEK

Compensation

Holidays

£23,000 PLUS ONSITE ACCOMMODATION
25 DAYS ANNUAL LEAVE
PENSION

25 DAYS ANNUAL LEAVE PLUS STATUTORY
BANK HOLIDAYS PLUS AGREED DAYS OVER
THE CHRISTMAS AND NEW PERIOD

THE SCHOOL
The Mill Hill School Foundation
Educating boys and girls from aged 3–18, seeking to equip them for life, both now and in
the future.
Our four schools are situated in over 150 acres of magnificent grounds on the edge of the
North London Green Belt, providing a wonderful environment in which to work.
We are committed to the on-going professional development of all our teaching and
support staff as well as the full induction and training of all new staff.

MAIN DUTIES AND RESPONSIBILITIES
Key Tasks:
> Locking and unlocking of the Foundation buildings.
Securing entrances/exits as appropriate and reporting
potential security breaches
> On-call for emergencies (based on a rota system)
> Carry out regular Foundation security checks (based
on a rota system)
> Operating intruder and fire alarm systems
> Undertaking minor repairs
> Daily testing and water treatment of swimming pool
> Directing school and visitor traffic as required
> Carry out weekly fire alarm testing on all buildings
and report any faults at the earliest opportunity
> Reporting faulty equipment & other maintenance
requirements
> Check operation of heating, cooling and lighting
systems when needed
> External and internal window cleaning
> Undertaking routine Foundation tasks in connection
with premises-related contractors, for example meter
readings, water cooler services, in line with
Safeguarding procedures
> Undertaking activities to maintain a safe and clean
external environment, for example cleaning of
external signs, winter gritting of playgrounds & paths
> Willing to work outside of normal hours as required
including evenings and weekends
> Assist and participate in the organisation, movement
and assembly of furniture e.g. office chairs and desks,
set up for exams, assemblies, sports equipment, etc
> Maintain and arrange orderly and secure storage of
supplies, and assist with the Asset Management
system
> Undertake basic record keeping consistently and as
directed
> Treat all users of the school with courtesy and
consideration, and promote and ensure the health and
safety of pupils, staff & visitors (in accordance with
appropriate health & safety legislation) at all times

>To undertake and assist at Foundation
calendared and non-calendared special
function duties outside of the normal routine
but within the scope of the position and the
department’s activities including Foundation
day, Sports days, Festivals, Open days, etc. The
payment for these tasks is within the framework
of your annual salary
> To assist as required at Foundation special/
commercial functions e.g. weddings, some of
which may be organised outside of normal
working hours.
> To undertake any other duties as requested
by the Domestic Bursar or senior management
Irregular Duties:
> To record and report any complaints or
abnormalities
> To take ownership for the security of your
equipment and tools, and to maintain them to a
high level
> To report any incident of accident or near miss,
fire, theft, loss or damage, and take action as
may be appropriate
> To attend meetings and training courses as
required
> To maintain a professional attitude to pupils
and work colleagues at all times. Communicate
effectively with other departments and your line
manager
> To be smartly dressed in the appropriate
uniform when on duty
> To contribute to the overall ethos, work and
aims of the school
> To be aware of and comply with policies and
procedures

PERSON SPECIFICATION
> The ability to work well under pressure
> To be reliable, honest and hardworking
> The ability to achieve performance criteria, and complete tasks with attention to detail
> To be self-motivated, able to work unsupervised combined while using initiative
> The ability to work effectively as part of a team
> To have a flexible approach to your role, the objectives and challenges that the business provides

HOW TO APPLY
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If you would like to apply for this role, please
download the application form from the
School website, Our Guidance Notes for
Applicants can also be found on the website.
View Online Page
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Your application form should be completed in
full and returned to applications@millhill.org.uk
by 9:00am on Wednesday 2 February 2022.
Please note that we are unable to accept
applications unless they are made on our own
application form. Due to the large number of
applications the School receives, please be
aware that only shortlisted candidates will be
contacted to be invited for an interview.
Should you require any further
assistance, please contact us via email
applications@millhill.org.uk

The Mill Hill School Foundation and its staff are
committed to safeguarding the welfare of
children. The School is registered with the DBS
and successful applicants will be required to
complete successfully the Disclosure
procedure at the Enhanced level. It is an
offence for any person barred from working
with children to apply for this post.
The Mill Hill Foundation is committed to Equal
Opportunities and welcomes applications
from all sections of the community.

Instilling values, inspiring minds
millhill.org.uk

Mill Hill School
The Ridgeway
Mill Hill Village
London NW7 1QS
020 8959 1176
millhill.org.uk
Follow us
@MillHillSenior

