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The Governors of St Matthew’s RC High School seek to appoint 
a dynamic and exceptional Caretaker to join our wonderful 
school. 
 
Brief overview of position; 
 
We are looking for an individual who has a passion for ensuring 
our school environment and grounds are well maintained, 
clean, safe and secure for students, staff, parents and visitors. 
The successful candidate will be able to communicate with key 
stakeholders around school, have the ability to work on their 
own initiative as well as working alongside the assistant 
caretaker. Experience in caretaking / property maintenance 
would be desirable, alongside basic DIY skills. Applicants should 
be fully supportive of St Matthew’s Catholic foundation. 
 
Reporting to: Site Manager  
 
To arrange an informal visit, please contact Mrs Gibson, 
Headteacher’s PA, on 0161 681 6178 or by email at 
k.gibson@smrchs.com 
 
 

Caretaker 

Full time, permanent 
Salary: NJC Grade 4, SCP 7 – 11 £24,294 to £25,979 
Start date: As soon as possible 

Closing date for applications 
Tuesday 5 December 2023, 12 noon 
 
Interview date 
Tuesday 12 December 2023 
 
Application packs can be downloaded from the school website 
www.smrchs.com. Completed applications and supporting 
documentation should then be submitted by email to Mrs 
Gibson at k.gibson@smrchs.com. 
 
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. 
 
St Matthew’s is also committed to providing a diverse and 
inclusive community, ensuring equal opportunity. We welcome 
and we encourage applications from everyone, including 
groups currently under represented in our workforce. 
 
The successful applicant will be required to complete an 
enhanced DBS check. 
 



Main duties and responsibilities: 
 
➢ Security of the school's buildings and grounds 
➢ Operation of the school's heating plant, ensuring the 

heating and other general services run smoothly and 
regular maintenance checks are completed, such as 
legionella testing and emergency lighting tests 

➢ Ensure adequate lighting in the school is maintained and 
turned on and off daily in line with the school day and 
activities 

➢ Support with the organisation of parents evening 
arrangements and other events 

➢ General porterage duties including portering deliveries / 
stock, recycling paper and confidential waste, moving 
furniture, disposing of waste 

➢ Maintain school buildings, fabric, fixtures, fittings and 
furniture including handyperson duties which may 
include minor repairs to furniture and fixtures and non-
specialist decorating tasks 

➢ Daily and periodic cleaning of designated areas of the 
school buildings and grounds according to schedule of 
work. Liaise with external cleaning contractors on site to 
ensure building and grounds are cleaned to the required 
standard 

➢ Deputise for the Site Manager when required. 
➢ Respond to emergency call outs in the absence of the Site 

Manager 
➢ Ensure health and safety standards are maintained and 

the School’s procedures are adhered to 
➢ To contribute to a working environment which supports 

equal opportunities and anti-discriminatory practice. 
 
 

The job description below gives an insight into the responsibilities of the post of Caretaker and while 
this is not an exhaustive list, it should allow candidates to have an understanding of what this role 
entails, and for what the successful candidate will be held accountable for. The person specification 
provides an indication of the skills and experience that we are seeking.  

 

 
 
  

➢ Respond to fire alarms and carry out fire safety checks, 
alarm tests as directed by the Site Manager 

➢ Provide support for Risk Assessments and audits as 
required 

➢ Carry out routine administrative tasks required from time 
to time, e.g. Logging maintenance checks, fire alarm tests 
etc. 

 



General  
Wider Responsibilities 
 

• Comply and assist with the development of policies 
and procedures relating to area of responsibility as 
required. 

• Develop effective professional relationships with 
others. 

• Be aware of and support difference and ensure equal 
opportunities for all stakeholders. accepting the 
principles underlying the school’s equal opportunities 
policies and practice. 

• Contribute to and support the overall life, work / aims 
and ethos of the School. 

• Attend and participate in relevant meetings as 
required. 

• Participate and engage in training and appraisal as 
required. 

• Undertake additional duties as reasonably requested 
by senior staff. 

• Supervision 

• The postholder will work under the general and 
specific direction of the Site Manager 
 

Contacts 
 

• Headteacher 

• School Business Operations Manager and other 
members of the Senior Leadership Team 

• Teaching and support staff 

• Pupils and visitors (including parents) 

• Building trades contractors and appropriate LEA staff 

• Cleaning staff or contract cleaning supervisor (as 
appropriate) 
 

Knowledge, experience and training 
 

• Experience of working in a school or similar 
environment. 

• Flexibility and sensitivity to the needs of a wide 
range of users of the school is essential 

• Knowledge of efficient cleaning methods and 
materials  

• Evidence of success in handyperson or DIY tasks 
(paid or unpaid) 

• Problems and decisions 

• Advising the site Manager of faults to the buildings, 
fixtures and fittings which require specialist 
attention 

• Subject to the direction of the Site Manager, the 
postholder is expected to act on his/her own 
initiative 

 
  

Finance and Resources 
 
Operate relevant equipment safely / ICT packages (e.g. MS 
office, Schools Information Management Systems (SIMS), 
internet, intranet, Email, tools and cleaning). 
Maintain tidy and organised work spaces and storage areas. 
Check equipment / machinery used and ensure health and 
safety guidelines are adhered to, provide support to staff as 
requested and in accordance with own training / skill 
parameters. 
 
Physical Effort 
 
Moving and carrying furniture and other equipment e.g. desks, 
tables, chairs, DIY equipment such as ladders, carrying some 
deliveries to the school to wherever they are to be stored. 
 
Working Environment 
 
Some of the work may need to be done out of hours such as 
repairs, and security checks in wet weather. 
 
Additional Information 
 
The school premises are extensively used during evenings and 
weekends for school activities and by outside hirers.  The 
postholder will be expected by mutual agreement with the Site 
Manager to share with others attendance during lettings for 
which additional payments will be made in accordance with 
agreed support staff overtime rates. 
 
It is not always possible to define completely the duties and 
responsibilities attached to posts and some variations may be 
necessary from time to time. 
 
 
 
 
 
 
 
 



The person appointed will: 
 
• Be committed to the Catholic ethos of the school;  
• Demonstrate understanding of the role their subject plays in 
the delivery of the Mission of a Catholic School  
• Demonstrate a commitment to the wellbeing and 
safeguarding of young people  
• Demonstrate the ability to enthuse, enable and negotiate 
with others 

• Ability to present information with others 

• Ability to find solutions to complex problems 

• Good communication skills, both written and verbal 

• Ability to work as a member of a team and work on own 
initiative  

• Willingness to undertake training as required 
 

 
  

Have experience of: 
 
•Maths and English GCSE to grade C or above 
• Possess good skills in:  
   • Clear communication both one to one and with large groups 
   • Effective time management and organisation 
   • Excellent interpersonal relationships  

• Experience of successful work in caretaking, property 
maintenance security or health and safety   

• Use of general cleaning equipment  

• Basic administrative experience including record keeping 
Ability to fulfil all spoken aspects of the role with 
confidence 

 
Where the postholder is disabled, every effort will be made to 
supply all necessary aids, adaptations or equipment to allow 
them to carry out the duties of the job. 



 


