
 
 

     
                                 

JOB DESCRIPTION 

                           Caretaker/Handy person 

  

Job Title:  Caretaker/Handy Person 

Location: Somerset Road Education Trust (SRET) (Across 4 sites including 
Vocational Centre) 

Pay scale:  Grade F 
20 hours per week /Monday to Friday / 52 weeks a year 
8am – 12 Noon daily  

Work Pattern: Please be aware the role of caretaker requires some flexibility 
when required 

 

Responsible to:  SRET Business Manager   
Day-to-day liaison: Estates Co-ordinator 

 

Post Objective:  To provide efficient and effective caretaking support to the Trust 
including ensuring the security and general appearance of the 
buildings and surrounding areas are maintained in accordance 
with the required standards and that heating systems operate at 
optimum efficiency. 
 
Other Considerations: The post-holder will be expected to 
observe safe working practices in carrying out the required duties 
and ensure that instructions specified by technical consultants, 
contractors and manufacturers are adhered to. The role will 
require a full driving licence.  

  

Duties & Responsibilities  

1. To ensure the heating plant and equipment are efficiently and effectively operated, adjust 
as necessary and report defects and malfunctions to the Estates Co-ordinator. 

 

2. To aid with maintaining the security of the premises and its contents in accordance with 
the Trust’s current requirements.  
 

3. To arrange/or to clear blockages, remove foreign matter from sinks, toilets, drains, 
kitchen grease traps etc. and clean up spillages as required. 

 

4. To ensure that contractors leave areas in a clean and tidy state and during out of term 
time when cleaners are not in, keep allocated toilet facilities and kitchen areas clean after 
contractor use. 

 

5. To ensure that gullies, drains etc. are kept free from debris and that the schools and 
grounds are litter free. 

 

6. To be responsible for ensuring clear and safe pedestrian access to the school sites 
particularly in adverse weather conditions (eg clearing snow, gritting etc in advance of 
pupils/staff arriving). 

 

7. To dispose of waste materials in a safe, hygienic manner ensuring that it is available 
for collection as required. To assist in the collection and disposal of all refuse and 
ensure the school buildings and grounds are free of litter and graffiti.  To ensure, in 
winter especially, that access roads, pavements, steps, and playgrounds are always 
safe for use in conjunction with our external contractor. 

 

8. To undertake porterage tasks as required including setting up and clearing away 
furniture. 

 

9. To undertake handypersons duties as directed and as outlined below: 



 
 

 

• Painting and Decorating - as required. 

• Joinery - first line maintenance of fixtures and fittings, examples: tightening screws 
on window hinges, maintenance on door handles, minor repairs as a temporary 
measure after break-ins, vandalism etc. 

• Plumbing - un-blocking sinks, traps and waste pipes. Adjustment and re- 
washering of taps. 

• Internal Glazing - remedial action after break-ins, for example boarding up of 
broken windows. 

 

10. To maintain appropriate records including intruder alarm logbook, repair orders, and 
heating system records book and to carry out meter readings for the schools. 

 

11. To report emergencies in the case of faults with gas, electricity and water supply to the 
Business Manager, or technical services or regular contractors if Business Manager 
not immediately available, and report minor faults on site to the Estates Co-ordinator. 

 

12. To attend to, where necessary, personnel visiting the site such as contractors. 
 

13. To aid with the cleaning of the internal face of external windows and other internal 
glass within the limitations of safe working practice. 

 

14. To comply with the requirements of Health and Safety, other relevant legislation and 
SRET policies and carry out weekly fire alarm tests, and assist with evacuation 
procedures and other such tests as requested under the guidance of the Estates Co-
ordinator. 

 

15. To ensure that all Trust minibuses and cars are filled regularly with fuel, kept clean and 
are driven to and from MOTs when appropriate. Completing seating configuration as 
requested by classes to aid with pupil trips. 

 

16. To act as driver of minibus/school car in certain circumstances when requested to do 
so. This may include the driving of pupils accompanied by another member of staff. 

 

17. Regular inspections of each school site play equipment in conjunction with H&S 
regulations.  

 

18. Carry out ongoing CPD (Continuing Professional Development) in line with the role 
especially around H&S. 

 

19. To liaise with lettings across the Trust site. 
 

20. To carry out any other reasonable duties within the overall function of the job. 
 

SRET operates a safe recruitment process appointment to the post will be subject to 
suitable references and an enhanced Criminal Records Bureau check. The Trust is 
committed to safeguarding and promoting the welfare of children and expects all staff 
and volunteers to share this commitment 

 

 


