
 
JOB DESCRIPTION    
 

JOB TITLE: Caretaker/Cleaner  
  

DEPARTMENT: Estates & Facilities 

  
RESPONSIBLE TO: Premises Manager 

  
RESPONSIBLE FOR: No Subordinate Staff 

  
PURPOSE OF JOB: To provide efficient and professional 

support to enable the College to 
operate & meet it’s core business 

objectives. 
 

  
MAIN TASKS AND RESPONSIBILITIES: 
 

Key roles and accountabilities: 

1. College Estate 
2. Deliveries 

3. College Buildings 
4. Courier Duties 

5. Caretaking Duties 
6. Other duties as / when required 

 
 

1. College Estate:  To maintain the College estate, this will include but 

not be limited to the following where reasonably practical. 

 

1.1 Ensuring grounds remain litter free, this will include additional 

litter picks prior to open events or evening classes as necessary. 

1.2 To ensure all bins are emptied as required to prevent overflow. 

1.3 Ensuring that all car parking is safe and not causing obstruction 

or danger to College users. 

1.4 Ensuring the grounds are safe for the college to operate its 

business. 

1.5 Carry out temporary repairs to remove hazards until permanent 

repairs can be completed. 

1.6 Ensuring the College rules that relate to Health & Safety issues 

are complied with. 

1.7 Ensuring visitors to the college are professionally greeted within 

the car park and escorted to the appropriate area when 

necessary. 

1.8 Ensuring the security of the grounds and College buildings are 

closed and locked at the end of the day (where relevant). 

1.9 Ensuring trespasses are appropriate dealt with and escorted from 

site (with police or others assistance where required). 



1.10 Regular sweeping of the entrance areas to maintain a litter free, 

clean and presentable area for clients and visitors. 

1.11 Regular patrols of the College buildings and grounds (as 

instructed by the premises manager). 

1.12 Maintenance of the grounds as required including general 

gardening duties. 

 

 
2. Deliveries:  To ensure deliveries are appropriately received, checked 

and conveyed to the appropriate area including where reasonably 
practicable. 

 
2.1 Marshalling delivery vehicles to the off- loading points. 

2.2 Assisting with the unloading / loading of delivery / collection 

vehicles where required. 

2.3 Accepting College deliveries, checking the delivery notes, 

reporting shortages, damages etc. 

2.4 Delivery to end user. 

 

 
3. College Buildings:  To operate, maintain and control the College 

buildings in a safe, efficient and economic manner where reasonably 
practicable. 

 
3.1. Ensuring all College Buildings/ properties are maintained in a 

safe and reasonable condition and carrying out temporary 

repairs where necessary to make safe. 

3.2. To ensure that all areas within the building are free from litter 

and are in a presentable condition fir for educational purposes. 

3.3. Carrying out minor decorations as instructed by the Premises 

Manager. 

3.4. Reporting any items beyond the control or limit of knowledge to 

the Premises Manager.  

3.5. Ensuring the security of all College buildings and property and 

ensuring all alarms are operated when required. 

3.6. To ensure all rooms are clean and well presented at the start of 

the day prior to students/staff arriving. 

3.7. To carry out cleaning routines on a daily basis within college 

buildings, to maintain the atrium area/refectory areas to a 

presentable condition under the daily supervision of the cleaning 

supervisor or any other area as directed by the cleaning 

supervisor or as directed by the Premises Manager.  

3.8. To operate Cleaning equipment as required in order to maintain 

the flooring as the manufacturers specification demands.  

3.9. To operate services plant (with instruction) to provide a safe and 

suitable environment for the college business to operate within. 



3.10. To ensure that all college buildings operate to maximum energy 

efficiency by carrying out regular checks on, lighting and 

appliances (turning off as appropriate) and of heating/cooling 

and all associated plant. 

3.11. Carry out safety checks on essential plant and equipment with 

suitable training or as instructed by the Premises Manager. 

3.12. Carry out minor improvement works as necessary  

3.13. Checking of College furniture and fixings, removal of faulty. 

 

 

4. Courier Duties: To operate an efficient courier service including 
delivery and collection and onward transit services including: 

 
4.1. To operate an effective and timely postal service between all 

College sites and carry out collections and deliveries throughout 

the area that the College operates within, as required. 

4.2. To collect and transport goods and College equipment at times 

and locations as required for the College to operate effectively. 

4.3. To act as a minibus driver (where licence permits or undertake 

training) when required. On occasions this may involve working 

at times other than the “normal shift” pattern. An allowance will 

be paid for additional hours worked at the appropriate rate. 

4.4. Routine checking and minor maintenance of College vehicles 

using manufacturer’s driver’s guidance handbooks and advising 

the Premises Manager of any shortcomings and repair where 

possible. 

 

 
5. Caretaking Duties:  To maximise the efficiency of the College 

buildings 
 

5.1. Move items of furniture, fixings as required (with assistance 

when required under Health & Safety). 

5.2. Re-arrange room/hall layouts as required to suit activities that 

are being carried out. 

5.3. Ensure rooms are clear of anything preventing classes taking 

place. 

5.4. Clearing and returning catering items to kitchen. 

5.5. Moving departmental equipment/furniture as required with 

assistance as necessary 

5.6. Set up and take down examination layouts at times to suit the 

College. 

5.7. Supervision of cleaning staff (when required), issue of cleaning 

materials, checking of standards and the utilisation of labour so 

as to achieve cleaning of all areas, this may involve cleaning to 

achieve the overall standard of cleanliness required at the start 

of the day. 



5.8. Ensure stocks of cleaning materials are replenished as required. 

 
6. Other Duties  

 
6.1. The above list should not be seen as exhaustive and the post 

holder will be expected to perform any other duties 

commensurate with grade as instructed by the Premises 

Manager. 

6.2. To participate in staff development sessions during professional 

development weeks or at any other time whether organised by 

the Estates Department or the College quality unit. 

6.3. The post holder will act as a College nominated Fire Marshall 

(with appropriate training) under the direction of the Fire Control 

Officer or Premises Manager. 

6.4. Assisting other departments when required. 

6.5. The post holder will be expected to undertake first aid training 

for which an additional allowance will be paid and participate in 

the College rota at times as agreed and published by the Health 

& Safety Officer 

6.6. The post holder will be expected to work on any of the College 

sites or any location that the College operates from. 

6.7. The post holder will be expected to drive any College vehicle 

(including the mini bus) and act as a relief / driver when 

required. 

6.8. Takes responsibility for safeguarding and promoting the welfare 

of children. 

  



PERSON SPECIFICATION 
 

JOB TITLE: Caretaker/Cleaner  

  

DEPARTMENT: Estates & Facilities 
 

Information for candidates: 
The person specification provides an outline of the experience, skills and 

abilities we expect the successful candidate to possess.  You should match 
your own skills, experience, and abilities to those listed below.  Tell us in 

what way you have carried out the criteria asked for; a sentence or two of 
explanation will help us to assess your application. 

 
Applications from people with disabilities will be assessed based on the 

specification criteria to carry out the duties of the post. 
 

Criteria Essential Desirable 

Skills and Abilities 

1. To move equipment and furniture 

around the college 
√  

2. Cope under pressure and act in a 
professional manner at all times 

√  

3. DIY skills √  

4. To work under own initiative without 
supervision – a can do attitude 

√  

Experience 

1. Control of contractors 
 

√ 

2. Cleaning  √ 

3. Building maintenance √ 
 

Education / Qualification 

1. Good level of basic education (GCSE 

Maths / English) 
√ 

 

2. H&S  training courses undertaken  √ 

3. Fire Marshall  √ 

4. First aider or willing to train √ 
 

Other 

1. Cleaning Techniques and machinery 
use 

√  

2. Health and Safety related to 

buildings 
√  

3. Cleaning Techniques and machinery 

use 
√  

4. Driving Licence and ability to drive a 
minibus 

√  

5. Caretaking experience  √ 

 


