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We are looking to appoint an enthusiastic and hardworking non-residential 
Caretaker to join our outstanding school team and play a full role supporting 
the school. This post is based at our Lockleaze Road site. 

CARETAKER  (BRISTOL GRADE 6) 

The successful applicant will be/have: 
 

 One years’ experience of working in a similar role or be able to show they have the 
necessary skills to meet the demands of the role. 

 Experience of Health & Safety systems and procedures including Fire Safety, 
COSHH. 

 General maintenance skills, including decorating, carpentry, plumbing or other 
skills. 

 Committed to working in a small team to ensure the school is ready for pupils to 
learn every day. 

 
 

 

Visits to the school are warmly welcomed. Please contact Simon Sibley/Martin Evans on 
0117 9030302 if you would like to visit. 

A personal statement of no more than two sides of A4 should accompany the completed 
application form. In the application form and personal statement, you should demonstrate 
how you meet the requirements set out in the Person Specification. Please include specific 
examples, which support your application. 

The completed application form and your personal statement should emailed to 
recuritment@filtonavenue.com 

Applications must be received no later than midday on Tuesday 4th July 2017. 
Applications received after this date and time will not be included. Interviews will take place 
on 11th July 2017. 

HOW TO APPLY 



  ROAD TO SUCESS 
CARETAKER 

JOB DESCRIPTION 

Purpose of the Post 

Provide efficient caretaking support to Filton Avenue Primary School, ensuring that 
effective security and the general appearance of the building and surrounding areas is 
maintained in accordance with required standards. 

The post holder will be expected to observe safe working practices in carrying out the 
required duties of caretaking and supporting cleaning, ensuring that instructions specified 

by technical consultants, contractors and manufacturers are adhered to. 

Principal Responsibilities 

1. To ensure heating plant and equipment is 
operated effectively, making adjustments 
as necessary and report defects and 
malfunctions to the Business Manager. 

2. To be responsible for maintaining the 
security of the premises and its contents in 
accordance with the school's current 
requirements, including unlocking or 
locking the premises and setting the 
intruder alarm as necessary. 

3. To clean light fittings and to test lighting 
systems weekly, replacing where 
necessary, minor parts such as tubes, 
bulbs, fuses, starters and diffusers, in 
accordance with safe working practices. 

4. To arrange the clearing of blockages and 
remove foreign matter from sinks, toilets, 
drains, kitchen, grease traps, etc and clean 
up spillages as required.  
 

 

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

6. To be responsible for ensuring clear and 
safe pedestrian access to the school, 
particularly in adverse weather conditions 
(eg snow-clearing, gritting).  

7. To dispose of waste materials in a safe, 
hygienic manner ensuring that it is 
available for collection as required.  

8. To undertake porter tasks as required, 
including the setting up and clearing away 
of furniture for assemblies, examinations, 
school events, etc and the daily delivering 
of parcels to different locations within the 
school. 

9. Complete compliance checks, including 
legionella, playground, H&S, etc. 



  

To undertake Caretaker duties as directed 
by the Headteacher / Business Manager / 
Site Manager as outlined below: 

1. Painting and decoration – classroom 
refurbishments/making good of paintwork, 
e.g. touching up scratch damage. 

2. Joinery - first line maintenance of fixtures 
and fittings, e.g. tightening screws on desk 
hinges, window hinges and door handles. 
Minor repairs as a temporary measure 
after break-ins, vandalism etc. Minor 
repairs to fixtures and fittings, e.g. 
replacing locks, minor repairs to furniture, 
replacing door and window catches. Minor 
improvements such as the erection of 
small shelves, display and notice boards 
and other minor joinery projects. 

3. Plumbing - unblocking sinks, traps and 
waste pipes. Adjustment and replacement 
of washers of taps. Remedial action to 
minor leaks. 

4. Glazing - remedial action after break-ins, 
e.g. boarding-up broken windows. 

5. To control the provision of toiletry items 
including requisition, storage and 
distribution of such items. 

6. To monitor stock levels of consumable 
items such as fuel, grit, toiletries, light 

bulbs/tubes and cleaning materials and 
arrange to replenish supplies in 
accordance with current procedures. 

7. To carry out routine health and safety 
checks relating to the premises, eg water, 
fire alarms, lighting and school vehicles. 

8. To maintain appropriate records including 
fire alarm logbook, intruder alarm logbook, 
repair orders and heating system record 
book. 

9. To report emergencies in the case of faults 
with gas, electric and water supply to the 
Headteacher/Business Manager and report 
minor faults on site to the Site Manager. 

10. To attend to, where necessary, personnel 
visiting the site such as contractors, 
representatives of utilities (gas, electric) 
and monitor any work being carried out 
within the post holder’s area of 
responsibility. 

11. To carry out staff training as necessary. 

12. Covering absence of the cleaning team 
members, when required. 

13. To be a nominated key-holder for the site 
and to respond to emergency call-outs as 
necessary. 

Duties and Responsibilities - General 

 Adhere to existing working practices, methods, procedures, undertake relevant training and 
development activities and to respond positively to new and alternative systems. 

 It may be necessary to work with information technology and associated systems in 
accordance with Trust in Learning Academies and School policies. 

 To co-operate with the school in complying with relevant health and safety legislation, policies 
and procedures in the performance of the duties of the post. 

 To carry out the duties and responsibilities of the post in compliance with the school’s equal 
opportunities policies. 

 To maintain confidentiality and observe data protection and associated guidelines where 
appropriate. 

 To understand and comply with the school’s environmental policies.  

 To carry out any other reasonable duties and responsibilities within the overall function, 
commensurate with the grading and level of responsibilities of the post. 

 This role has been identified as falling within the definition of requiring fluency in spoken 
English. You will be required to speak English with confidence and be able to conduct a 
conversation and answer questions for extended periods of time. 

 
This post is subject to DBS (Disclosure Barring Service) clearance before the successful 
applicant can take up the post. We are committed to the welfare of children and young people, 

all staff and volunteers are expected to share this commitment. 



 

Key: A = Application Form, I = Interview, R = Reference 

Knowledge & Experience 
Source of 
Evidence 

Essential 
(Must have) 

Desirable 
(Should have) 

Proven knowledge and experience of building 
maintenance and/or facilities management (which is 
equivalent to GNVQ 2 level). 

A   

Willing to obtain a GNVQ level 2 in a relevant subject if 
not already qualified. 

A,I   

Previous experience of working within a school (or 
related) environment. 

A, I   

An up to date knowledge of how to meet service users' 
needs through effective facilities management, 
including:- 

 site safety & security 

 ensuring the delivery of external service contracts to 
agreed standards 

 making sure that stock control and ordering systems 
are efficient  

 recommending and undertaking repair and 
maintenance work 

A   

A full 'time served' trade qualification or equivalent 
experience (e.g. City & Guilds)  
and/or A GNVQ 3 (or equivalent, e.g. BTec, and 
including relevant experience) in a facilities management 
discipline. 

A   

A good understanding of both the wording and operation 
of the Equal Opportunities policies. 

A, I   

A thorough awareness of the over-arching legislative 
framework for the role and organisation. 

A, I   

Trained in relevant policies and procedures, and in 
particular Health & Safety (e.g. COSHH & Fire Safety). 

A, I   

Electrical/Plumbing/Plastering/Carpentry skills or training. A   

Abilities & Aptitudes    

Proven time & priority management skills. A, I, R   

Capable of working autonomously. A, I, R   

Comfortable working with and around children and 
adults. 

A, I   

Effective inter-personal skills, including; 

 supervising cleaners and sub-contractors 

 ensuring that the customer is put first (including 
pupils and parents, and external site users) 

 demonstrating a flexible, responsive and self-
motivated attitude 

A, I, R   

 

 

PERSON SPECIFICATION 
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