
Caretaker Elizabeth College (Upper School) 
Job Description 

 
1. You will work in the Estates Team alongside the other Caretaker and answer to 

the Estates Manager, your direct Line Manager.  The Bursar will be your ultimate 
Line Manager. 

2. You will be expected to be on College premises from the start of the school day 
to open up (within your agreed working hours) and be present at the end of the 
school day, term time and school holidays.  You may leave the premises during 
the working day at lunchtime.  

3. You will otherwise be expected to be on College premises during the working 
day, unless absent on College business, and any such absence should be made 
known to the Estates Manager. 

4. You will be based from the Caretakers’ room by the main entrance. 
5. Your role will include the following list of tasks that may be varied at the 

discretion of the Bursar: 
 

 Unlock the buildings before the start of the school day, if required. 

 Lock school buildings at the end of the school day. 

 Lock the school gates (lower, Upland Road and main) as necessary. 

 Be available for road crossing duties during the school day (you will need to be 
qualified as a Special Constable) and occasionally out of hours during College 
events. 

 Be familiar with the fire alarm control system and fire procedures – you will be 
required to act as a fire marshal. 

 Ensure that toilets are restocked with toilet paper, towels, air freshener and 
other such items as required. 

 Undertake basic cleaning duties during the working day, and assist with the deep 
cleaning of classroom carpets etc during holiday periods.  

 Place the orders for stock requirements. 

 Stow stock items properly and secure them. 

 Ensure that light bulbs are changed as necessary. 

 Transfer of stores e.g. furniture and stationery to classrooms, etc. 

 Regularly patrol school premises during the day, taking appropriate action 
regarding any unauthorised people in the College; collect and dispose of all litter; 
ensure gutters and drains are clear; and ensure that the overall grounds are kept 
in a clean and tidy condition at all times.  This is to be done particularly after 
lunch and break times. 

 With the Estates Manager, ensure that you review the College’s weekly 
programme of events, produced by the School Secretary, at a weekly meeting 
with the Bursar. 

 Assist with setting up and clearing of the Hall or other designated eating area at 
lunchtimes. 



 Carry out grounds gardening, weeding and grass-cutting. 

 Set up the Hall and other designated main assembly areas for assemblies and 
other functions.  Ensure that all such areas are laid out properly for the start of 
the next school day. 

 Assist with the setting up and clearing away of rooms designated for meetings of 
the College Board of Directors.  

 Swimming pool cleaning, monitoring and application of chemicals (as required)  

 Assist with the laying out and putting away of outdoor furniture. 

 Report any maintenance defects to the Estates Manager. 

 Undertake such Health & Safety training as may be directed by the Bursar. 

 Assist the Maintenance Team as directed by the Estates Manager.  Doing light 
and basic maintenance tasks (where it is time efficient to do so). 

 Assist with banking, delivery of post to the main post office and of internal mail 
to staff post boxes. 

 Drive the school minibus on occasion, as directed by the Estates Manager. 

 Monitoring College car park for persistent non-compliant car parking and posting 
Terre L’Amende tickets as appropriate. 

 Ensuring clocks are set and corrected within the College. 

 Remove snow and ice from the College (in conjunction with other Estates staff). 

 Comply with all Health & Safety requirements, and other school policies and 
procedures. 

 Ensure First Aid boxes are regularly checked and refilled as required, ordering in 
replacement stock as appropriate, in conjunction with the other Caretaker. 

 To be deployed to Elizabeth College Junior School as required by the Estates 
Manager, both short and long term.  This is known as the “Interchangeability” 
clause. 

 
Any other duties that can be reasonably expected as agreed with the Estates Manger or 
Bursar. 
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…………………………………………....   …………………………………………  
Caretaker      Bursar



        Caretaker Elizabeth College 
Summary of Desirable Qualifications 

 
EDUCATIONAL 
Basic verbal, literary and numeracy, sufficient for product information, everyday 
information, written instructions, record keeping and Health & Safety information 
including fire instructions. 
 
WORK EXPERIENCE 
At least 5 years’ experience with a recent employer in cleaning, security, basic 
maintenance, preferably in an educational environment.  Working around school 
children would be an advantage. 
 
SKILLS/APTITUDE/KNOWLEDGE 
Basic skills in cleaning, (basic) maintenance of garden and grounds, minor repairs 
and interior decorating, ability to manage heating system controls, ability to 
understand and execute instructions cheerfully and willingly, able to learn additional 
skills such as traffic control, minibus driving, fire marshal, fist aider and pedestrian 
crossing. 
 
CHARACTER AND MOTIVATION 
Trustworthy, helpful, loyal, discreet, pride in own work, awareness of the 
importance of being helpful, and always willing to ‘go the extra mile’.   Aware of the 
need to look smart and keep the image and reputation of the school in mind at all 
times.  Preferably with enough initiative to spot relevant problems and to deal with 
them without reference to line management.  Tact and diplomacy to deal with 
stressed staff, parents and upset children. 
 
OTHER CHARACTERISTICS 
Clean driving licence, preferably with category D1 (or willing and able to train for 
D1), willingness to become a Special Constable, willingness to undergo health & 
safety (e.g. manual handling), Fire Marshal and First Aid training, swimming pool 
maintenance.  Able and willing to be called out in an emergency after hours. 
 
 
 
 
 
 
 
 
 
 
 



 
Summary of Salary and Holiday Details 

 
SALARY AND HOURS 
The salary will equate to Public Services Employees’ Pay Scale C/01, rising to C/03. 
Hours will be 38, plus 4 hours overtime (2 hours per week on Friday and 2 hours per 
week on Saturday (worked as 4 hours every other Saturday opposite the other 
Caretaker) to cover Saturdays (fire alarm tests etc) and emergency call outs.   
 
PENSION 
The Caretaker shall participate in the States of Guernsey Public Servants Pension 
Scheme.  
 
HOLIDAYS 
Nine public holidays and annual leave of 20 days, rising to 25 after 5 years (or 
equivalent if an internal appointee).  Holidays must be taken during the School 
holidays or as agreed with the Estates Manager. 


