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BATH AND NORTH EAST SOMERSET COUNCIL 

JOB DESCRIPTION 

SCHOOL: 

POST TITLE: Caretaker/Handyperson POST NO: SS009 

GRADE: O 

RESPONSIBLE TO: Relevant Service or School Line Manager 

 
DATE:   January 2016 
  

 
1. Purpose of Job 
 
 The primary purpose of this post is to undertake a range of duties with regard to 

the building, site and environment and their users, ensuring their safety and 
security.  

 
 As one of a team to contribute to the general management development and 

review of the Team and Unit both in terms of services provided and staff in 
accordance with the Council's and/or School’s Vision and Values, policy and other 
objectives.   

 
2. Principal Accountabilities 
 
a) Departmental 
 
1. With the Service/School line manager participate in the formulation of detailed 

Team objectives and policies. 
 
2. With the Service/School line manager ensure the effective and efficient 

implementation of Council/School policies and the achievement of the 
Council's/School’s objectives, including financial ones. 

 
3. To contribute to co-operative working across services in accordance with the 

Council's/School’s Vision and Values.  To contribute to cross-service initiatives as 
required. 

 
4. To assist in ensuring the Team's services are responsive to community needs 

and that equal opportunity and health and safety issues are identified and 
addressed effectively. 

 
5. To assist in ensuring effective external and internal working relationships are 

established and maintained with organisations and agencies relevant to the work 
of the premises  team.                            
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6. To ensure effective and accessible communication with staff, service users, the 
general public and others as appropriate. 

 
b) Functional    
 
1. As the main keyholder be responsible for the security of the premises, to include 

the opening up and locking of premises and assisting the line manager in 
identifying a suitable keyholder to cover periods of absence. 

 
2. To be responsible for the premises outside of normal working hours with regard 

to locking and unlocking, setting security alarm systems, carrying out security 
checks and responding to emergency call outs. 

 
3. To undertake a range of minor maintenance work, as agreed with the line 

manager, with regard to the day to day maintenance of the premises and its 
furnishings e.g. remedial painting and decorating, repairs to fixings and small 
scale improvements. 

 
4. To arrange for major maintenance work to be carried out, to include escorting 

contractors and others to sites of repair and maintenance, monitoring the safety 
of their working practices, reporting where possible on the quality of their work 
and follow up any apparent failures. 

 
5. To be responsible for the operation of the premises heating system, ensuring that 

all plant and equipment operates at maximum efficiency and economy with 
special regard to energy conservation and to regularly inspect equipment to 
ensure that it is clean and in safe working order, reporting any deficiencies as 
appropriate.  To include ensuring, as far as is practical, that adequate supplies of 
fuel and mobile emergency heating are available at all times. 
 

6. To undertake a range of statutory and compliance testing on a timely basis and 
keep records for each including but not limited to: fire alarms, intruder alarms, 
water testing, emergency access equipment, emergency lighting tests and 
general condition of site and safety equipment, reporting defects where noted.  

 
7. To be responsible for the receiving of deliveries of goods and equipment and 

distributing as appropriate.   To include maintaining appropriate records as 
required and appropriate levels of cleaning and repair materials. 

 
8. To be responsible for the general tidiness and safety of the outside areas e.g. the 

removal of litter and graffiti from paths and hard surfaces, to keep surface drains 
free of obstruction, to ensure pedestrian access in periods of severe weather 
conditions, treating main entrances and paths with salt/grit as appropriate. 

 
9. To be responsible for the day to day supervision of the cleaning and assistant 

caretaking staff or where appropriate the monitoring of the cleaning contractors. 
 
10. To be responsible for cleaning areas not covered by other contracts together with 

emergency cleaning duties arising during the working day. 
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11. To undertake general portage duties to include the setting out and putting away 
furniture as necessary.  

 
12. To operate, where included in the premises, the swimming pool plant including 

the carrying out of water tests, the replacement of heat retention blankets, the 
cleaning of swimming pool surrounds, filtration, heating chemical dosing and 
seasonal duties.   

  
 
3. Qualifications Knowledge & Experience 
 
 Essential 
 
 A basic level of literacy and numeracy. 
 Ability to communicate clearly in writing and verbally and work as part of team. 
 
 Desirable 
 A technical craft qualification. 
 Previous relevant caretaking experience. 
 Knowledge of current health and safety legislation in relation to premises 

management. 
    
 
4. Dimensions 
 
 Number of staff managed  :   The postholder will be required to supervise 

cleaning, assistant caretakers and contractors where appropriate.   
  
 Departmental budget  :   None 
 Section budget   :   None 
 
 
5. Physical Effort 
 
At certain points of the day the postholder will be expected to undertake bending, lifting 
and stretching in the course of their duties e.g. minor maintenance work, remedial 
painting and decorating, repairs to fixings, receiving deliveries of goods and equipment, 
setting out and putting away furniture 
 
6. Working Environment 
 
Due to the nature of caretaking there will be an expectation that the postholder will be 
exposed to dirt and dust on occasions, and adverse weather conditions, may be higher 
than normal. 
 
 
7. General 
 
 
1. This school is committed to safeguarding and promoting the welfare of children and 

young people and expects all staff and volunteers to share this commitment.  It is an 
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essential requirement that all staff are aware of the school’s safeguarding 
procedures. 

 
2. The postholder will be expected to contribute to the protection of children as 

appropriate, in accordance with any agreed policies and/or guidelines, reporting any 
issues or concerns to their immediate line manager. 

 
3. The postholder will be expected to undertake any appropriate training provided by 

the Authority and/or School to assist them in carrying out any of the above duties 
 
4. As this post holder will be working in regulated activity, an Enhanced Disclosure and 

Barring Service (DBS) check will be required prior to commencement of 
employment.  Individuals will be expected to provide details of their Disclosure as 
soon as they receive it or if they are registered with the DBS Update Service to have 
given their permission for the Authority to access their online record. 

 
5. As a keyholder, the postholder should be contactable outside normal working hours.  

He/she will be expected to respond appropriately in the event of emergencies arising 
at any time. 

 
6. Tools, equipment and protective clothing will be provided where required. 
 
7. The postholder will be expected to undertake any appropriate training provided by 

the Authority and/or School to assist them in carrying out any of the above duties. 
 
8. The postholder will be required to promote, monitor and maintain health, safety and 

security in the work place.  To include ensuring that the requirements of the Health 
& Safety at Work Act, COSHH, and all other mandatory regulations are adhered to 

 
9. This job description may be reviewed from time to time and amended after 

discussion with the post holder.  It does not from part of the written particulars of 
employment of the post holder. 

 
10. This job description only contains the main accountabilities relating to the posts and 

does not describe in detail all of the duties required to carry them out. 
 
 


