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East Durham College
Job Description

Post Title: Caretaker (with Security Responsibilities)			 

Location: East Durham College, Peterlee Campus				

Responsible to: Estates Management Team 			 

Attendance Requirements: 	37 hours per week (shift pattern may include early mornings, evenings, and occasional weekends)	

Salary: 37 hours per week (shift pattern include early mornings, evenings, and occasional weekends)						 


Main purpose: 

To provide an effective caretaking and security service across East Durham College’s Peterlee Campus, ensuring a safe, secure, and well-maintained environment for students, staff, and visitors. The postholder will take responsibility for building security, site maintenance, and the general upkeep of the college premises and grounds. This role will also be required to act as a first responder to first aid incidents


Main duties:

Site Security
· Act as the primary keyholder for the Peterlee campus, responsible for opening and securing buildings and facilities.
· Carry out regular security patrols of the premises, ensuring all doors, windows, and gates are secure.
· Monitor CCTV and alarm systems, responding promptly to any incidents or alerts.
· Deter unauthorised access, vandalism, or theft through visible presence and proactive site monitoring.
· Liaise with emergency services and management in the event of incidents, following college procedures.
· Maintain accurate security logs and incident reports.
· Support evening and weekend college activities, ensuring site safety during events.
· Out of hour call outs for alarm activations and other emergencies. 
Caretaking and Maintenance
· Carry out routine maintenance tasks including minor repairs, painting, plumbing, and general upkeep.
· Report major defects or repairs to a member of the Estates Management team
· Ensure classrooms, workshops, and communal areas are clean, tidy, and ready for use.
· Assist with moving furniture and setting up rooms for exams, meetings, and events.
· Maintain safe storage of all supplies, equipment and machinery.
Health, Safety & Compliance
· Conduct daily visual checks of the premises to ensure the site is safe and free from hazards.
· Support the Estates Management team with fire safety checks, alarm testing, and emergency evacuations.
· Ensure compliance with college health & safety, safeguarding, and site management procedures.
· Maintain records of maintenance checks, equipment servicing, and incident reports.
Grounds and External Areas
· Keep external areas, pathways, and car parks clean, safe, and litter-free.
· Carry out seasonal duties such as gritting, snow clearance, and leaf removal.
· Ensure external lighting, signage, and barriers are functional and well
Additional Information

· The postholder will be based primarily at the Peterlee Campus but may occasionally be required to support other East Durham College sites.
· Uniform and relevant PPE will be provided.
· Enhanced DBS clearance is required for this roll

Other Duties relevant to all EDC employees


· Participate in the College Performance Appraisal Development Programme, agree an action plan and undertake the required training in order to update skills and meet the requirements of the College and Departmental Strategic Plan and Service Standards.
· Undertake any other duties, appropriate to the grade of the post, as required from time to time.
· Comply with College Policies and Procedures and the Staff Code of Conduct.
· To take appropriate responsibility for PREVENT and safeguarding and promotion of the welfare of children and/or vulnerable adults.
· To uphold British Values, the college values and responsibilities regarding equality and diversity. 
· To understand and adhere to college Health and Safety polices and guidelines ensuring compliance with statutory legislation and taking a responsibility for your own and other’s health and safety.




	Person Specification 

	
	Essential
	Desirable
	Method of assessment

	1) Qualifications/ Training
	

	1.1
	
SIA (Security Industry Authority) licence or willingness to obtain one.

	
	
	Application Form / Interview

	1.2

	GCSE level standard education or equivalent (maths & English)

	

	
	
Application form

	1.3
	
First Aid training willingness to obtain



	


	
	
Application Form / Interview

	2) Experience
	

	2.1
	Experience in a caretaking, site management, or security role.

	

	
	Application Form / Interview

	2.2
	Good communication and interpersonal skills.
	
	
	
Interview

	2.3
	Flexibility to work shifts including evenings or weekends.
	

	
	
Interview

	2.4
	Physically fit to carry out manual handling and outdoor work.
	

	
	
Interview

	3) Skills and Knowledge:

	3.1
	Experience in a caretaking, site management, or security role.

	

	
	Application Form / Interview

	3.2
	Good understanding of building maintenance, cleaning, and security operations.
	

	
	Application Form / Interview

	3.3
	Ability to work independently, take initiative, and respond to emergencies calmly.

	

	
	
Application Form / Interview

	3.4
	Awareness of Health & Safety and safeguarding principles within an educational environment
	

	
	
Application Form / Interview

	4) Attributes / Other Requirements:
	

	4.1
	Reliability / Trust / Professionalism - Ability to carry out the role with professional integrity in line with EDC values and behaviours

	

	
	Interview

	4.2
	Communication - Ability to communicate clearly and effectively to all levels, both verbally and in writing.

	

	
	Interview

	4.3
	Working individually or as a team - Ability to work independently and as part of a team under minimal supervision.

	

	
	Application Form / Interview

	4.5
	Driving - Full UK Driving License and / or access to a vehicle (if applicable).

	
	
	Application Form 
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