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Domestic Services Manager 

Full Time  

Required for September 2017 or sooner 

 

 

 
 

 

INFORMATION FOR APPLICANTS 
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The School 
 
Barnard Castle School is a fully co-educational school for pupils aged 11-18.  It has its own 
Preparatory School for boys and girls aged 4-11, situated on an adjacent site.  There are 500 
pupils in the Senior School and a further 200 in the Prep School.  The School accepts both 
day pupils and boarders, the latter currently numbering 150.  
 
While academic achievement lies at the heart of what we do, as a Christian foundation we 
never forget the importance of fostering mutual respect and decency amongst our pupils.  
We believe that all our children have something to offer, and we are driven by a desire to 
find areas where each of them can excel.  Every term we offer an extensive programme of 
extra-curricular activities and we are as proud of those who play chess for their House as 
those who play rugby for their country.   
 
The School is situated in its own extensive grounds on the outskirts of an historic market 
town, recently noted as being the safest in England, in an area of outstanding natural beauty.  
It is well-resourced and enjoys an enviable reputation for its pupils’ achievements on a broad 
variety of fronts. It is also in proximity to and enjoys close relationships with departments 
in the universities of Durham, York and Newcastle. 
 
 
The Domestic Team 
 
The domestic team includes cleaning and laundry staff and it is planned to expand the team 
to incorporate caretaking staff in future. There are currently 21 in the domestic team and a 
domestic services supervisor is also being recruited. 
 
The Position 
 
The Domestic services manager is a new role following the retirement of the current 
Housekeeper after 29 years of loyal service. The post holder will be responsible for the 
management of the housekeeping and caretaking teams. The post holder will work closely 
with the grounds and maintenance departments. 
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Job Description 
 

Position:   Domestic Services Manager   
 
Effective date:  1st September 2017 or sooner 
 
Department:  Support – Domestic 
 
Responsible to:  Director of Operations 
 

 
Purpose:   
 
To manage the domestic arrangements for the School including caretaking, housekeeping, 
cleaning and laundry both during term time and in preparation for the lettings programme, 
ensuring that the school facilities have the highest quality of appearance for all users 
throughout the year to support the use of the school by day and boarding children and third-
party organisations.  
 
Responsibilities and duties: 
 

- To effectively administer, monitor and coordinate the domestic service provision. 

- To review the existing domestic service provision and take appropriate action to 

continually improve the service provided to the school in the most efficient and cost-

effective way.  

- To recruit, manage, develop and retain the domestic team and ensure team objectives 

are met. 

- To manage staff attendance and ensure accuracy of timesheets submitted to payroll. 

- To induct all new staff  

- To prepare budget requirements and implement effective spending controls for all 

areas of responsibility. 

- To undertake appropriate procurement exercises to ensure the best value is obtained 

for all products, services and equipment. 

- Ensure all members of the domestic service team have appropriate cleaning tasks 

(BICSc) and health and safety training including manual handling, COSHH, working 

at heights etc which is kept up to date and suitably recorded. 

- To ensure that the domestic team are appropriately briefed when given new tasks or 

locations. 

- To ensure appropriate levels of cleaning equipment and materials are maintained to 

support the high standard of the delivery of the service. 

- To ensure that all equipment is safe for use. 

- Ensuring the facilities are kept clean and tidy and have the highest quality of 

appearance at all times. 

- To undertake inspections to identify unsightliness or damage within the facilities and 

liaising with the Facilities Manager to provide reports on required works. 

- To ensure that facilities are prepared for events as required by the School both during 

term-time and for holiday lettings. 

- Ensuring an efficient laundry service is provided for pupils and other school 

requirements. 
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- Support the work of your team in a hands-on manner when required. 

- Ensure that furniture and fittings are smart, clean and fit for purpose. 

- Assist the Facilities Manager in the provision of fixed and loose furniture and soft 

furnishings in existing, new and refurbished buildings. 

- Work closely and collaboratively with other teams within the school including 

facilities and grounds. 

- Responsible for health and safety within the department, ensuring fully compliant 

with COSHH and all risk assessments are up to date. 

- To be a member of the Health & Safety committee 

- To ensure full compliance with all safeguarding and data protection policies and any 

other relevant legislation including the Independent Schools Inspectorate (ISI) 

 

 
 
 
 
This job description reflects the present requirements of the post, and as duties 
and responsibilities, change and develop, the job description will be reviewed 
and subject to amendment in consultation with the post holder. 
 
 

Person Specification 
 

 
 Essential Desirable 
Knowledge – 
including 
qualifications 

Relevant qualification 
which may include 
Hotel Management, 
Facilities Management 
or BICSc Supervisory 
certificate 
 
Full current UK driving 
licence and use of a car 
 
 

Health & Safety 
qualification 
(NEBOSH/IOSH) 
 
Evidence of continuing 
professional 
development. 
 
First Aid at Work 
Certificate 
 

Skills Excellent 
communication and 
interpersonal skills 
 
Proven management 
skills with experience of 
managing and 
motivating a diverse 
team and working to 
deadlines. 
 
Collaborative approach 
to working with multiple 
stakeholders. 
 

Ability to prepare budgets 
and monitor expenditure 
against them 
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Excellent understanding 
of customer service and 
the ability to deliver a 
customer focused 
service at all times  
 
Effective procurement and 
contract negotiating skills. 
 
Strong IT skills and user of 
Microsoft office. 

Previous Experience  A similar role in an 
education or high 
volume mixed used 
setting 
 
 

Personal Qualities A flexible approach to 
working hours 
 
Very high standards 
with an eye for detail 
 
 
 

 

 
 
Management Support 
 
The Domestic Services Manager will be appraised by the Director of Operations 
but communication will be ongoing. 
 
 
Minimum Training 
 
The following training courses are considered to be a minimum requirement for the post 
and will be planned as appropriate to support the role, responsibilities and duties 
undertaken: - 
 

- Health and safety training 
- Fire safety awareness 
- Child protection and safeguarding training 
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Appointment Terms, Conditions and Benefits 
 
Type: Full time  
 
Working Hours:  40 hours per week 
 
The nature of the role will require the post holder to work flexibly to meet the demands of 
the role and the needs of the department. During term time, the School is a 24/7 operation 
and the post holder should expect to work weekends and early and late shifts as required. 
On-call coverage will also be required on a rotational basis. 
 
During School holidays, the School is open for business to external organisations for day and 
residential lettings. The domestic department is expected to meet the demands of any 
holiday trading 
 
Salary: based on qualifications and experience 
 
Paid Holidays: 20 days per annum plus bank holidays. Holiday year runs 1st September to 
31 August and all holidays should be taken in School Holidays. As a boarding School, some 
public holidays (usually May Day) are a normal working day and a lieu day can be taken in 
School holidays for this. 
 
Probationary period: 6 months  
 
Notice: During the probationary period by School and Employee is one week in writing. 
Post probationary is 2 months. 
 
Absence: Entitlement to Statutory Sick Pay (SSP) only during first year. School sick pay as 
detailed in your contract will apply in 2nd and later years. 
 
Pension Scheme: In accordance with the Pension regulations 2013, eligible job holders 
will be automatically enrolled into the Occupational Pension Scheme with Pensions Trust. 
 
Medical: The post holder will be required to complete a medical declaration at the start of 
employment. 
 
Applications 
 
If you feel that you can meet the above requirements then please submit a letter of 
application along with the Barnard Castle School application form to the Director of 
Operations. Only applications containing the requested information will be considered. 
 
Please note that applications will be considered as they arrive; early 

applications are encouraged.  

 

Applicants may telephone to discuss matters relating to the advertised post with the Director 
of Operations. 
 
Applications should be sent to: 
 
Director of Operations 
Barnard Castle School 
Barnard Castle 
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Co Durham 
DL12 8UN 
 
Phone:  01833 696003 
Fax:  01833 696062 
E-mail:  hr@barneyschool.org.uk 
 
Applicants should read carefully the application procedure – guidance for applicants, 
Policy on the Recruitment of Ex-offenders and the Disclosure policy and the Safer 
Recruitment policy. 
 
Barnard Castle School is committed to safeguarding and promoting the welfare of children 
and young people and expects all staff and volunteers to share this commitment. This post 
is exempt from the Rehabilitation of Offenders Act 1974 and all applicants will undergo 
child protection screening, including checks with past employers and an enhanced DBS 
and Barred list check with Disclosure and Barring Service. 
 
Barnard Castle School is an equal opportunities employer.  
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