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T
o deliver an effective and efficient daily caretaking service to designated establishm

ents 
 K

ey R
esp

o
n

sib
ilities 

 
1. 

T
he security of the prem

ises, together w
ith its contents .T

he 
locking and unlocking of the prem

ises. A
ttending to the intruder 

alarm
 w

here applicable. B
oarding up and m

aking secure the 
buildings follow

ing vandalism
 or other dam

age if required. 
2. 

A
ttending to the heating of the prem

ises and ensuring that the 
required tem

peratures are m
aintained. E

nsuring that the boiler 
plant equipm

ent, including heater cabinets are cleaned and 
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Janitorial S

pecification and faults are reported. 
3. 

H
andyperson duties, for exam

ple: securing screw
s, hinges, 

door furniture, locks, m
inor repairs, painting, boarding w

indow
s, 

changing bulbs, fluorescent tubes and starters, cleaning and 
replacing light diffusers, unblocking sinks and drains, changing 
C

C
T

V
 tapes and aligning/focusing cam

eras, w
ater m

eter 
readings and chem

ical dosing etc. T
his list is not exhaustive 

and includes all repairs and m
aintenance that do not require the 

services of a skilled craftsm
an and w

hich are not covered by a 
service or m

aintenance contract.  
4. 

T
he cleaning of designated areas in the establishm

ent and 
m

aintaining high standards in these areas. M
aintaining floor 
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cleaning and janitorial specification. 
5. 

T
o carry out porterage duties as and w

hen required by the 
establishm

ent. 
6. 

A
ttending to and cleaning up after spillages. 

7. 
E

nsuring that all the exterior hard surfaces including artificial or 
law

ned areas are kept in a clean and tidy condition including 

K
ey A

cco
u

n
tab

ilities 
 

1. 
T

o support the delivery of an effictive caretaking service on 
designated site , in com

pliance w
ith the agreed contract 

specification/service level agreem
ent 

2. 
A

ccountable for personal health and safety and 
contribution tow

ards the health and safety of all other site 
users. 

3. 
A

ccountable for the personal developm
ent and w

elafre of 
building cleaning operatives based at the designated site. 

4. 
A

ccountable for the security of the designated prem
ise ( 

alarm
s and building security ) 

5. 
A

ccountable for the care and storeage of cleaning 
chem

icals,equipm
ent and electrical m

achinery based on 
site. 

6. 
A

ccountable for the adm
inistrative paperw

ork based on 
site w

hich relates to the caretaking/cleaning frontline 
service ( tim

esheets/holidayform
s/health and safety 

docum
entation) 

7. 
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the em
ptying of litter bins, the cleaning of drains and gulleys, 

the salting and de-icing of hard surfaces during the w
inter 

m
onths and the m

oving of snow
 to ensure access to the 

prem
ises. 

8. 
T

o give adequate supervision and direction advice to 
supervisory and cleaning operatives and to m

aintain the 
required records of tim

e sheets, attendance, leave, sickness 
absence etc. 

9. 
T

o record all deliveries and m
aintain the required inform

ation in 
the logbooks, stock cards, etc., and to ensure that adequate 
supplies including fuel are m

aintained to m
eet the needs of the 

establishm
ent and B

uilding C
leaning S

ervices. 
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the prem
ises for the purpose of lettings if appropriate. 

11. E
nsuring w

ashroom
s are stocked w

ith appropriate consum
able 

item
s. 

12. W
orking w

ith site representatives to ensure F
acilities S

ervices 
are delivered to required standards. 

13. In cases of em
ergency, to be available outside of the norm

al 
w

orking w
eek, e.g. to attend follow

ing intruder or other alarm
s, 

fires, floods, etc., be required to attend for such action as 
required ( K

ey H
olding ) 

14. T
o attend to the heating of the prem

ises at w
eekends during the 

approved w
inter period w

hen required. 
15. T

he C
aretaker shall be subject to the im

m
ediate day-to-day 

supervision and direction of H
ead T

eacher, S
ite M

anager or 
such other officer as m

ay be determ
ined by the B

uilding 
C

leaning S
ervices M

anager. 
16. T

o assist, w
hen necessary, officers of the departm

ent in dealing 
w

ith m
atters concerning building m

aintenance. 
17. T

o provide an on site m
onitoring service for the B

uilding 
C

leaning S
ervices including liaison w

ith the establishm
ent on 

behalf of the B
uilding C

leaning S
ervices.  

18. W
hen required, to clean the internal surfaces of glass and 

w
indow

s. 
19. A
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20. W
here applicable, the cleaning of overhead kitchen canopies as 
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21. R
eplacing consum

able item
s. 

22. S
etting out furniture, etc., as requested by the M

anager or H
ead 

of the establishm
ent. 

23. T
aking reasonable care for the H

ealth and S
afety of them

selves 
and of other persons w

ho m
ay be affected by their activities 

and, w
here appropriate, safeguarding the H

ealth and S
afety of 

all persons under their control and guidance in accordance w
ith 

legislation. 
24. E

ffective and efficient on site liaison w
ith site representatives in 

order to deliver excellent standards of custom
er care. 

25. U
ndertake any other duties, w

hich m
ay reasonably be regarded 

as w
ithin a nature of the duties and responsibilities and grade of 

the post as defined, subject to the proviso that norm
ally any 

changes of a perm
anent nature shall be incorporated into the 

job description in specific term
s. 
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 1. 
N

V
Q

 Q
ualification / H

ealth and S
afety qualification in 

C
aretaking/C

leaning ( desirable) 

P
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custom
er care. 

 3. 
W

orks efficiently and effectively and actively looks for w
ays of 

im
proving services and outcom

es for custom
ers. 

  4. 
W

orks w
ell w

ith colleagues but also able to w
ork on their ow

n 
initiative.   

  5. 
6
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environm
ent for custom

ers and staff and also treating all w
ith 

respect and consideration 

E
xp

erien
ce 

 6. 
E

xperience of w
orking w

ithin a frontline service area ( 
contracting) 

7. 
S

upervisory skills/experience 
8. 

D
IY

/S
ite M

aintenance S
kills 

9. 
E

xperience of w
orking w

ithin an environm
ent w

here health and 
safety is an essential criteria. 

10. H
igh levels of custom

er care 

R
o

le D
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en
sio

n
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11. R

esponsible for the daily delivery of  caretaking/security on site and the daily supervision of frontline cleaning em
ployees) 

12. R
esponsibility for m

anaging stock and equipm
ent values in relation to the designated service

 
13. S

upervision of frontline cleaning em
ployees based on the site ( if applicable )  

P
lease attach a structure chart 

 D
ate       


