Job Description – Caretaker – August 2025
Job Description

	JOB TITLE:
	Caretaker

	GRADE:
	D

	POST NUMBER:
	

	DIRECTORATE:
	Housing and Regeneration

	SERVICE:
	Estate Services

	RESPONSIBLE TO	:
	Caretaking Team Leader

	RESPONSIBLE FOR:
	No line management responsibilities

	

	DBS Basic check required 
This post is not politically restricted

	JOB SUMMARY:	
	The Caretaker is responsible for maintaining estates and communal areas in a clean, safe and welcoming condition for residents and visitors. This includes completing scheduled cleaning tasks, operating and maintaining equipment appropriately, and adhering to Health and Safety guidelines to ensure a safe environment.
Working as part of a team, the Caretaker collaborates with colleagues, residents and relevant teams to respond to estate incidents, assist with waste management and support the smooth delivery of housing services. The role also involves identifying opportunities to improve service efficiency and quality.
A key focus of the role is delivering high standards of customer service, responding to residents’ needs and ensuring all duties are performed in line with council policies, procedures and the Code of Conduct. The Caretaker is expected to maintain accurate records, report defects or issues promptly and contribute to the overall objectives of the Estate Services team.

	ROLE REQUIREMENTS:
	

	1. 
	Complete cleaning tasks in compliance with defined or amended schedules, frequencies and methods or as directed by Caretaking Team Leader.

	2. 
	Use equipment and technology as directed and provided for the better performance of the required duties.

	3. 
	Achieve cleaning requirements set out in the local work programme using appropriate equipment and chemicals in accordance with Health and Safety guidelines.

	4. 
	Clean all common parts of a housing estate, in accordance with the local work programme, schedules and frequencies.  
Methods required, which, not  exclusively, will include:
· Sweeping and/or washing of all communal staircases, entrances, foyers, passages, courtyards, car parks, hard standing areas, chute chamber rooms and refuse storage rooms.

· Cleaning and/or washing of lift car floors and walls, lamp shades and diffusers, estate signs, stair balustrades, estate furniture and other such communal fixtures and fittings as may be prescribed.

	5. 
	Carry out the following tasks In accordance with the local work programme, schedules and frequencies and/or as required:
· Remove and cleanly dispose of any overspill in refuse container storage rooms.

· Rotate refuse containers to avoid such overspills as required.

· Check refuse chutes and if possible, clear blockages.  If not possible to clear, report to the Caretaking Team Leader or relevant team.

· Empty and clean estate litter bins.

· Remove weeds and other plant material, as required, from hard standing areas.

· Litter pick all estate shrub/rose/flower beds.

· Sweep all hard standing communal areas including car parks, playgrounds and drying areas.

· Remove graffiti from any estate area within agreed timescales: 24 hours for abusive/offensive/illegal, 5 working days for all other graffiti.

	6. 
	Examine the status of communal estate lighting daily, replacing defective light bulbs during this examination or as identified, in accordance with agreed schedules, frequencies and methods.

	7. 
	Carry out monthly Health and Safety and Fire Risk inspection of all communal internal and external areas, keeping written or electronic records and deal with any identified defects or safety concerns where possible or report them to the relevant department.

	8. 
	Promptly report all matters discovered during duties, which might prejudice the Health and Safety or wellbeing of staff, residents or visitors to the housing estates, taking immediate action to make safe where possible.

	9. 
	Be responsible for the control, safekeeping and day-to-day maintenance of equipment.

	10. 
	Take measures during adverse weather, including clearing snow, leaf removal and the application of salt or other methods as directed, to maintain safe access to dwellings and common parts of housing estates. 

	11. 
	Remove bulk refuse deposited within the estate to a designated collection point, ensuring compliance with Health and Safety regulations.

	12. 
	The Council reserves the right to change working patterns in the future to ensure that the hours of service reflect the needs of residents.

	13. 
	Carry out other reasonable ad hoc duties to support the Directorate, commensurate with the expectations  of the post, as directed by the line manager or the Head of Service.

	CORPORATE RESPONSIBILITIES
	

	14. 
	Actively contribute to the council’s priorities and outcomes in a way that promotes a ‘one organisation’ approach.

	15. 
	Develop and maintain positive relationships with colleagues, stakeholders and communities to ensure the council and the directorate strategic priorities are effectively implemented.

	16. 
	Promote equality among all staff and ensure that services are delivered in a non-discriminatory way, that is inclusive of all disadvantaged groups.

	17. 
	Support organisational change and learning, following and implementing appropriate systems of self-development, communication and engagement, quality measures, monitoring and review in delivering the functions of the role.

	18. 
	Promote sustainability, including encouraging a culture of innovation and accountability amongst all council staff.

	19. 
	Ensure duties and responsibilities are carried out in accordance with the Council’s Policies and Procedures including Financial Regulations, Standing Orders, Workforce & Organisational Policies and Procedures, the Council’s Health and Safety Policy.

	PEOPLE
	

	20. 
	Work as part of a team to deliver measurable increases in customer satisfaction levels.

	21. 
	Actively engage as part of the Estate Services team to seek more efficient and effective methods of ensuring that estates are clean and safe for residents and visitors.

	22. 
	Liaise with residents, relevant council teams, estate wardens and other services in emergency situations.

	23. 
	Ensure that all estate incidents are recorded and that information is provided to the Caretaking Team Leader. 

	FINANCE
	

	24. 
	Contribute to the effective use of council assets by ensuring equipment is kept safe and maintained. 

	SERVICE
	

	25. 
	Ensure quality and excellent customer care and the aspirations of residents are integrated into all aspects of service provision. 

	26. 
	Carry out all tasks in line with Health and Safety guidelines to ensure safe working practices on estates.

	27. 
	Meet the diverse needs of residents and staff and promote equality in the workplace and wider community. 

	28. 
	Expected to contribute ideas and methods that improve efficiency and effectiveness of service delivery.

	PERFORMANCE
	

	29. 
	Expected to contribute to measurable increases in customer satisfaction.

	30. 
	Meet set timescales for graffiti removal (24 hours for offensive; 5 working days for other).

	31. 
	Maintain accurate records of estate incidents for monitoring and compliance purposes.

	32. 
	Provide accurate and timely records of monthly Health and Safety and Fire Risk inspections for compliance monitoring. 



OTHER CONDITIONS: 

To maintain personal and professional development to meet the changing demands of the job and participate in appropriate training/development activities including the council’s ‘My Annual Review’ scheme. 

Ensure that all duties and responsibilities are discharged in accordance with the council’s policies and procedures, Code of Conduct and relevant regulations and legislation. 

To comply with the council’s equal opportunities and diversity policies ensuring anti-discriminatory practice within the service area.

To undertake additional duties that may arise from time to time commensurate with the grade of the post.

Person Specification
	Person Specification for the Post of Caretaker
	Essential (E)
or
Desirable (D) (if applicable)

	Method of Assessment
A= Application Form
T= Test
I= Interview


	Knowledge


	Understanding of the diverse needs of residents and staff.

Commitment to delivering high standards of customer care.

Awareness of the importance of providing an effective caretaking service.

Knowledge of health and safety regulations relevant to estate services.

Understanding of the mechanical equipment and cleaning materials used for estate services. 
	E


E



E



E



E
	A / I


A / I



A / I



A / I



A / I

	Qualifications
& Experience
	Experience of working in a customer-focused environment.

Experience of meeting set targets and delivering results.

Proven ability to communicate clearly, booth verbally and in writing. 

Proven ability to work collaboratively with colleagues and build positive relationships with residents and staff.

Experience of working with people from different backgrounds.
	
E



E


E



E





D
	
A / I



A / I


A / I



A / I





A / I


	Living the TOWER Values sets out the essential behaviours required of all staff.
	They are aligned to the organisation’s five TOWER Values


	We work TOGETHER across boundaries and with partners to achieve the best outcomes for Tower Hamlets

	Builds positive relationships with colleagues and residents.

Work effectively with team members to deliver a safe, clean and welcoming estate.


Shares information and support others to achieve the best outcomes. Builds positive relationships with residents and local community.
	E


E



E
	A / I


A / I



A / I

	We are OPEN and transparent

	Listens carefully and asks questions to understand the needs of residents and colleagues.

Is approachable and responsive, listening to residents’ concerns and feeding back appropriately.

Willing to adapt to changing estate needs and priorities, including urgent incidents. 
	E




E




E
	A / I




A / I




A / I

	We are WILLING to challenge, innovate and be accountable

	Takes responsibility for completing tasks and following through on agreed actions.

Makes suggestions for better and new ways of doing things.
	E




E
	A / I




A / I

	We empower each other to be EXCELLENT and go the extra mile

	Understands how their work supports the wider goals of the council and takes pride in contributing.

Takes initiative to complete the tasks within their role and asks for support when needed.

Takes pride in delivering a high-quality caretaking service.

Shows appreciation to colleagues and helps create a positive team atmosphere.
	E




E




E



E
	A / I




A / I




A / I



A / I

	We RESPECT all communities; they are the heart of everything we do

	Listens to residents and others, showing patience and understanding of needs.

Delivers on promises by completing tasks as agreed and keeping people informed.

Treats everyone politely and fairly, respecting diversity and being inclusive.
	E



E



E
	A / I



A / I



A / I

	Additional Requirements
	
Willingness to work outside of contractual hours (evenings and weekends) with notice to meet business needs.

Comply with the requirement to undertake a DBS check for this role. 
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