
 
 

Post:    Auxiliary Janitor 
 
Responsible to:   The Senior Janitor with the Facilities Manager being the overall Line  
    Manager 
 
Objective:   To provide professional janitorial and auxiliary services to the school in  

conjunction with the janitorial team 
.         
Hours of work: 40 hours per week 
 
Rate of pay: £8.91 per hour.  Overtime is paid at time and a half and double time 
 

JOB DESCRIPTION: 

 

Duties and Responsibilities: 

1. Security of Premises and Health and Safety of Users 

1.1. Except on specific instructions, ensure all doors and gates are open, closed and locked at appointed 

times 

1.2. On locking premises ensure all windows are fastened and secured overnight and that alarm systems 

are activated 

1.3. Patrol all areas of the premises and playground to safeguard the premises against intruders 

1.4. Ensure that no unauthorised parking of vehicles occurs in the School Playground 

1.5. Be in attendance prior to and/or at the end of school day when pupils are entering/leaving premises 

and/or during breaks to assist in securing the safety, welfare and good conduct of pupils whilst in the 

school environs, reporting incidents to one of the Senior Management Team 

1.6. Regularly check outside of school buildings and playgrounds for vandalism and any other damage and 

take appropriate remedial action 

1.7. Be in attendance during School Functions and extra-curricular activities as required to ensure good 

order and report immediately any damage done to buildings, fabric or furniture.  Such duties may 

require attendance during evening hours and at weekends 

1.8. Report any damage by pupils or others to premises, fabric, furnishings or school equipment and take 

appropriate remedial action 

1.9. Co-operate in fire and other emergency procedures as determined by School Standing Orders. 

1.10. Respond to burglar and fire alarm activations 

 

 

 



2. Lighting, Heating of Premises (including maintenance and operation of plant). 

2.1. Ensure heating functioning throughout school premises to required standard 

2.2. Maintain boiler room(s) in clean and tidy condition 

2.3. Ensure pupils and other unauthorised persons do not enter the boiler room(s), ducts or any part of 

the school in which heating apparatus is located  

2.4. Exercise economy in use of fuel and electricity and assist as required in any energy conservation 

measures adopted by the School 

2.5. Take gas and electricity meter readings as required 

2.6. During December/January school closure – check heating plant is functioning properly, particularly 

when sub-zero temperatures prevail or are forecast 

2.7. Ensure all lights are extinguished before securing buildings 

 

3. Handyperson, Maintenance and Porterage Duties. 

3.1. Liaise with the Facilities Manager or Senior Janitor with regard to repairs and maintenance work.  

Note the presence of all tradespersons executing work at school, direct them to areas involved, 

undertake initial inspection of work undertaken and complete associated paperwork as required. 

3.2. Undertake minor repairs to buildings, fabrics and furnishings as required 

3.3. Make safe hazard to health and safety and report the fact to the Senior Janitor 

3.4. Replace light bulbs, tubes and sub main and first line (up to 60 amp) fuses, subject to any necessary 

safety precautions 

3.5. Strip and reseal wood floors as appropriate, paying particular attention to prestige areas such as halls, 

gyms and reception areas 

3.6. Periodically examine water fittings.  Report any leakage of water at defective taps or other fittings to 

Senior Janitor 

3.7. Ensure all drains and gutters are free flowing.  Report any problems to Senior Janitor 

3.8. Form and maintain paths if snow has fallen.  Treat outside steps, paths and playgrounds in icy 

conditions 

3.9. Ensure equipment used by janitorial staff is maintained in a safe and working order 

3.10. Move school furniture and apparatus as and when required e.g. desks, tables, work benches, chairs.  

Set out halls for assembly, examinations etc  

3.11. Co-operate in preparation for school activities and assist during and after such activities either in the 

school premises or at events held elsewhere under the auspices of the School 

3.12. Take delivery of goods and materials and store in accordance with instructions from the Senior Janitor 

 

 



3.13. Take delivery of cleaning materials and store in designated locations 

3.14. Internal deliveries of mail, paper, stationery etc 

3.15. Deal with enquiries as appropriate 

3.16. Carry out bank duties as required 

3.17. Carry out mail duties on a daily basis 

 

4. Electrical Duties: (If appropriate) 

4.1. Carry out electrical works including fire alarm testing and maintaining records as required 

4.2. The above list of duties and responsibilities is not exhaustive.  The Auxiliary Janitor will be required to 

undertake other duties and responsibilities which will be in keeping with the nature of the job which 

demands a level of flexibility and carry out other duties as can be reasonably expected 

 

5. Cleaning 

5.1. Ensure school buildings, fabrics and furnishings are cleaned to the satisfaction of the Facilities 

Manager  

5.2. Ensure refuse bins are put out for collection at the appropriate times 

5.3. During non-term time, clean light fittings, take down diffusers, blinds etc., move furniture and fittings 

etc., as required 

5.4. Undertake emergency cleaning duties as required within the School and environs e.g. removal of 

graffiti from walls and doors, accidental spillage, sickness and broken glass 

5.5. Undertake work connected with cleaning of toilets.  Flush out toilets and clean when required. 

5.6. In conjunction with the Domestic Supervisor, ensure adequate supplies of cleaning materials are 

available for use by cleaning staff 

5.7. Sweep playgrounds, other hard standing areas and steps as required to ensure they remain in a clean 

and tidy condition 

5.8. Ensure that all areas within the School boundaries are free from litter 

5.9. Ensure that all areas within the School boundaries are free from weeds and remove as required 

  



PERSON SPECIFICATION 
 
Qualifications 

 
1. The ideal candidate should be educated to Standard level or equivalent including passes in English 

and Maths 
 

2. Relevant certificates and documentation should be provided if the applicant has a trade 
 
Skills 
 

3. Excellent interpersonal skills with a diplomatic but firm communication style 
 

4. Excellent organisational skills 
 

5. Good general IT skills with experience of Microsoft Office 2010 including Word and Outlook 
 

6. A full and clean driving licence (Categories D1/D1E included if issued prior to 1997) 
 

7. An awareness of Health and Safety issues is essential 
 

8. Up-to-date experience in a particular trade (preferably electrical) is desirable but not essential 
 
Personal 
 

8. A willingness to be flexible and a practical approach 
 
9. An ability to communicate with a wide variety of people including staff, senior management, 

pupils and parents 
 
10. A team player but also able to work on own initiative 
 
11. This is a physically demanding role with heavy lifting involved.  As a result, the ideal candidate 

would be expected to be able to meet this requirement of the role 
 

12. Due to the call-out aspect of the role, the ideal candidate will preferably be located in Dundee, or 
within 5-10 miles of Dundee 

 
Disclosure 
 

13 Please note: the appointment will be made subject to the successful candidate satisfying checking 
procedures through Disclosure Scotland 

 


