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Job Description 
 
 
Job Title: Caretaker 

 

Hours:   The expectation is that working hours will be a minimum of 35 hours per 
week with a requirement to be available on site, but not working, at additional times. 
 
Salary:  To be agreed depending on experience.  Benefits include the provision of 
on-site accommodation including all relevant utility costs. 
 
Reporting to:  Property Steward 
 
Base:   Sutton, Surrey 

Employing Body: Trinity United Reformed/Methodist Church 

Background 
 
Trinity Church Sutton is an open-minded church with a diverse congregation of many nationalities 
and backgrounds, where you will find people with a wide range of religious beliefs. The buildings 
are in regular use by a wide range of organisations within the wider community.  Facilitating the 
smooth running of the building and the activities held there is an integral part of the role.  
 
 

1. Job Purpose 
 

To provide efficient and effective caretaking support to the building and its users including 
ensuring that the security and general appearance of the buildings and surrounding areas are 
maintained in accordance with the required standards and that heating systems operate at 
optimum efficiency.  

  
2. Key Working Relationships 
 
You will be line managed by a Property Steward. 
 
You will also be expected to work closely with the Minister, Treasurer, regular users of the 
buildings and the Church Deacons. 
 
You will also have regular and frequent contact with members of the public. 
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3. Key Responsibilities 

To be Fire Officer and First Aider which requires attendance on church site at all times when 
premises occupied except during the opening hours of the Oasis Restaurant. 

To ensure heating plant and equipment is efficiently and effectively operated, make adjustments 
as necessary and report defects and maintenance to the Property Stewards.  

To be responsible for maintaining the security of the premises and its contents including ensuring 
appropriate doors are open or locked to suit use and occupancy at any given time. 

To prepare the rooms for lettings and tidy up after the letting has ceased. To undertake porterage 
tasks as required including setting up and clearing away furniture where appropriate.  

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.  

To arrange to clear blockages, remove foreign matter from sinks, toilets, drains, kitchen grease 
traps etc. and clean up spillages as required. 

To ensure that gullies, drains etc. are kept free from debris and that the establishment and 
grounds are litter free at all times.  

To keep grounds neat and tidy at all times including cutting the grass and its edges 

To be responsible for ensuring clear and safe pedestrian access to the establishment particularly 
in adverse weather conditions (e.g. snow clearing, gritting) 

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

To monitor stock levels of consumable items such as grit, toiletries, light bulbs/ tubes and 
cleaning materials and arrange to replenish supplies in accordance with current procedures. To 
ensure all hazardous chemicals are stored out of reach of children. Distribute toiletries as 
required. Check and replace detergent, etc. for dishwasher. 

To maintain appropriate records including fire alarm log book, security light log book, repair 
orders. 

In the case of faults with gas, electric and water supply, to contact the utility supplier for action 
and to report these emergencies to the Property Stewards, or where not immediately available 
to the Line Manager, and report minor faults to the Line Manager.  

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

To undertake the cleaning, where required, of the premises. To adhere to a cleaning schedule 
drawn up and agreed with the Line Manager. 

To organise and undertake on a pre-planned basis the scrubbing of floors, washing of walls, 
cleaning sanitary-ware, cleaning of furniture, clearing cobwebs, etc. 

To clean the internal face of external windows and other internal glass within the limitations of 
safe working practices. 

To maintain a log of portable electrical equipment, including the labelling with identification 
number and to undertake visual checks & PAT Testing in accordance with the Electricity at Work 
Act. 

To undertake and record routine regular tests of Fire Alarm & Emergency Lighting. To maintain 
appropriate records including fire alarm log book, security light log book, repair orders & ensure 
documents completed by contractors. 

To perform periodic functionality tests of roof alarms & CCTV. 
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To undertake handyperson duties on your own initiative and as directed by the Line Manager as 
outlined below:-  

PAINTING AND DECORATION:-Temporary making good of colour wash and the blotting 
out of graffiti. Undertaking minor repairs to paintwork.  

JOINERY :- First line maintenance of fixtures and fittings, examples, tightening screws on 
door hinges and door handles. Minor repairs as a temporary measure after break-ins, 
vandalism etc.  

PLUMBING:-Unblocking sinks, traps and waste pipes. Adjustment and re-washering of taps.  

INTERNAL GLAZING:-Remedial action after break-ins, for example boarding up of broken 
windows.  

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

To ensure suitable cover for all your leave at least two weeks before the leave commences. 

To deal with lettings enquiries by phone and email and operate the hall booking system in 
accordance with the instructions provided. 

To show potential hirers and other interested parties round premises. 

To attend property Committee Meetings. 

To maintain and change content of external noticeboards. 

To monitor and if necessary intervene with content on internal noticeboards. 

To set up sound system, projector screen etc in halls (limited number of lets). 

To set up/operate sound in church (limited number of events). 

To support Weddings & Funerals (including placing parking signs, etc) 

To monitor parking. 

To ensure linen is washed, ironed, and available in sufficient quantity. 

 

 

4. Duties and Responsibilities - General 

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

It will be necessary to work with information technology and associated systems. 

To co-operate with the employer 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 employer's equal 
opportunities policies. 

To comply with Trinity policies, including the Safeguarding policy.  Trinity Church is committed to 
safeguarding and if you see or hear anything that might be a safeguarding risk you must report 
it immediately to our safeguarding officer or the Minister. 

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

To understand and comply with the employer's environmental policies. 

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


