
 
 

DIRECTORATE: Growth  
 
SERVICE: Building Services 
 
POST DETAILS: 

  
Job Title: Senior Caretaker 
 
Grade: Grade 5 
 
Location of Work: Town Centre Council Offices / Time Square No.1 (also operating in other, 
predominantly Town Centre buildings) 
 
Directly Responsible To: Premises Manager 
Directly Responsible For:  Caretakers 
Hours of Duty: 37 Hours per week including 30 minutes unpaid break 
 
Primary Purpose and Scope of the Job:  
To take immediate charge of the Caretaking Service within Building Services. 
To provide a comprehensive and efficient caretaking service within the departments.  
Undertake building checks to ensure a safe working environment.  
Key holding duties including ensuring buildings are opened and closed safely & on time for 
business use as required 
 
 

WORKING RELATIONSHIPS: 
WBC employees, Members of the Public, Elected Members of the Council. 

 
KEY TASKS AND ACCOUNTABILITIES: 
 

1. To control and plan the work of the Caretaking Service within the Building Services Premises 
Management Team, to ensure the provision of a comprehensive building security, building 
maintenance, health and safety  and Caretaking Service within the department 
 

2. Support, motivate, instruct, direct and deploy the Caretaking Team (including necessary training) in 
the conduct of their duties 
 

3. Provide support to the Premises Manager and Building Services Department by responding 
positively  to instructions given by the Premises Manager  
 

4. To support the Premises Manager with shift planning to best meet the needs of the service, 
including planned and unplanned leave within the Caretaking Team 

 
5. To be responsible for ensuring  the secure unlocking and locking of the buildings at the start and 

end of each day, ensuring all lights are switched on/off & alarms are set as required 
 

6. Monitor completion of and undertake various building checks, keep accurate records and / or report 
findings and faults using set procedures. 
 



7. Review 3rd party locking up reports in a timely manner to ensure any issues have been 
reported/escalated 
 

8. Review Building Management Systems daily, including but not limited to  HVAC, CCTV, fire 
systems, intruder and CCTV in a timely manner ensuring any issues have been reported/escalated 
 

9. Support the Premises Manager in monitoring the completion of Planned Preventative Maintenance 
 

10. Support the Premises Manager by contributing to risk assessments and safe systems of work 
 

11. Provide direct support in emergency situations  including fire, bomb, legionella and asbestos 
procedures 
 

12. Report defects using established reporting procedures 
 

13. Monitor maintenance contractors within the building ensuring they are made aware of emergency 
procedures, work safely without causing risk and are made aware of asbestos and other known 
risks. 
 

14. Appoint  and carry out minor repairs to fixtures and fittings 
 

15. Implement an effective delivery monitoring system from point of delivery to end user 
 

16. Appoint and carry out portering duties  
 

17. To work collaboratively with employees and appointed contractors, cleaners etc 
 

18. To work collaboratively with other interdependent services, for example, but not limited to 
Post/Courier Service and Pest Control 

 
19. To work collaboratively with interdependent third party services, for example, but not limited to the 

Time Square managing agent, key holder / alarm setting services, removal firms, suppliers, window 
cleaning services, tenants and emergency services 
 

20. Attend meetings and assist with the planning of accommodation moves where required 
 
21. To assist with storage management requests 
 
22. Provide support for Confidential waste collection from 1 Time Square 

 
23. Assemble and disassemble furniture as required 

 
24. When required, support with the relocation of office furniture/equipment/files etc both internally and 

between buildings 
 

25. Ensure all caretaking equipment is clean and maintained in safe working condition with appropriate 
condition audits undertaken and recorded. 
 

26. Keep all storage areas clean, tidy and organised 
 

27. Appoint and undertake cleaning tasks including but not limited to entrance glass, litter picking, 
service yard cleaning and carpet cleaning 
 

28. Provide a flexible approach to work and a commitment to change shifts to ensure buildings are 
opened & closed as required 
 

29. To work to assigned shift patterns and provide cover, where, for example, the working day will start 
at 6.45am or finish at 10pm, with the appropriate enhanced rate applied. 
 



30. To work out of hours, including evenings and weekends by prior arrangement, to meet the needs of 
the service  
 

31. To carry out all duties with due regard to confidentiality and data protection regulations. 
 

32. To undertake such additional duties as are reasonably commensurate with the level of this post. 
 
 
Operational hours of the Senior Caretaker post 
The basic hours of the Post are 37 hours per week. The standard working week is: 
 

 Shift pattern 
Mon-Thurs 8.45am-4.45am 

Fri 8.45am-4.15am 
 
Shifts are subject to change during periods of leave including but not limited to providing cover for other 
caretakers holidays, training, sickness or to meet adhoc operational demands.  
 
Shifts include a mandatory 30 minute unpaid break taken at different times to other team members. 
 
 
Operational hours of the 2x FTE Caretakers  
The basic hours of the Post are 37.00 hours per week.  
The standard working week will alternate over a two-week cycle shown below: 
 

 
 
 
 
 

(The Senior Caretaker is required to swap onto this shift pattern where required) 
 
 
Note: 
Shift patterns are accurate at the time of advertising and may be subject to review/change to meet business 
needs. Extra hours may be required which are subject to overtime rates. 
 
REVIEW ARRANGEMENTS 
 
The details contained in this Job Description reflect the content of the job at the date it was prepared.  
However, it is inevitable that over time, the nature of the jobs may change.  Existing duties may no longer 
be required and other duties may be gained without changing the general nature of the post or the level of 
responsibility entailed.  Consequently, the Council will expect to revise this Job Description from time to 
time and will consult with the post holder at the appropriate time. 
 
 
 
 
 
 
 
Prepared/Revised By:    James Hesford, Premises Manager 
 

 Week 1 shift 
pattern 

Week 2 shift 
pattern 

Mon-Thurs 6.45am-2.45am 11.00am-7.00pm 
Fri 6.45am-2.15am 11.30am-7.00pm 


