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Job Description: Caretaker and maintenance assistant (full time, 40 hours per week) 

 

Responsible to: Estates and facilities manager 

 

Employees directly supervised: Volunteers 

 

Salary: £28,000 per annum 

 

Background 

 

Fulham Palace is a truly remarkable place. For centuries, this Grade I Listed building situated in 

extensive grounds by the River Thames was the country residence of the Bishops of London. 

The Palace is managed by the Fulham Palace Trust, which is inspired by a vision to restore our 

nationally significant historic buildings and garden to their original beauty and to provide 

outstanding facilities for the local community and visitors from farther afield.    

 

Job summary  

 

This post is a key role at Fulham Palace, responsible for carrying out planned and preventative 

maintenance liaising with tenants/clients and visitors.  The successful candidate to the post will 

join the existing caretaker. Both caretakers will work in partnership to provide a professional 

and efficient service and basic security across core hours of 7.30 – 18.00 Monday to Friday, 

with some evening and weekend working to complete out of hours maintenance and to 

support events as the programme dictates. The postholder will work either an early shift of 7.30 

to 16.30 or a late shift of 9.00 to 18.00 depending on the rota and to be agreed. 

 

This role is part of the emergency response team, acting as a key holder for the security 

system to be on-call as instructed to attend emergencies. 

 

The caretakers are the first point of contact for all maintenance, buildings and wider 

estate queries handling all enquiries in a professional and helpful manner. 

 

The caretakers are responsible for working in partnership with each other, reporting to the 

estates and facilities manager (EFM) and with the wider Palace teams, on all aspects of 

the Palace’s day-to-day operations, in particular with the head gardener (HG) and 

commercial and visitor experience manager (CVEM). 

 

Occasionally situations may arise that require the post holder to perform other duties or 

tasks as may be reasonably requested by Fulham Palace Trust. 

 

This is a physically demanding job requiring a good level of physical fitness and mobility. 

 

Fulham Palace is committed to Equal Opportunities and the post holder will actively 

embody the principles laid out in the Equality and Diversity Policy as well as follow all other 

policies of the charity as laid out in the staff handbook.  

 



2 
 

 

Core duties 

 

Building maintenance and management 

 

To carry out agreed daily, weekly, monthly and annual checks in close partnership with 

the other caretaker role including, but not limited to: 

 

 To ensure all fire-fighting equipment is checked, undertake the regular testing of the 

fire alarm system at specified intervals, and ensure that all fire escape routes are 

kept clear in accordance with the Palace Fire Plan. 

 

 To be familiar with the location of all stop-cocks and taps, electrical supply 

switches, gas valves and heating switches in case of emergency. 

 

 To carry out to required standards all aspects of building maintenance, cleaning,  

repair and improvement, including basic plumbing and carpentry tasks, internal 

and external decoration, glazing, maintenance of roofs and rainwater goods and 

physical security, according to the competence of the post-holder and using 

specialist contractors when necessary. 

 

 To maintain water systems, drainage systems, pumps, heating and other 

mechanised apparatus and lighting (including intruder alarm and fire alarm). 

 

 To carry out necessary statutory checks relevant to the property, e.g. monthly water 

testing. 

 

 To maintain and renew notices and signs, fences, gates, stiles, steps, paths and 

drives, working with garden staff as necessary.  

 

 To report any major faults and/or need for repairs to the EFM. 

 

 To maintain all tools and equipment in good condition and to check equipment  

inventories and undertake stock-takes as required. 

 

 To ensure Fulham Palace is regularly inspected in accordance with the Palace  

Maintenance Plan and by undertaking all scheduled tasks as required. 

 

 To complete logbooks, records, work sheets, repair requests etc. as required. 

 

 Be the first point of contact for all maintenance, buildings and wider estate queries 

handling all enquiries in a professional and helpful manner. 

 

 To monitor and prioritise reactive maintenance on the caretakers log daily. 

 

 

Janitorial and events support 

 

 To ensure public areas of Fulham Palace and grounds are kept clean and in good  

condition in accordance with the Palace Maintenance Plan, monitoring and 

liaising with refuse-removal contractors as required. 
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 To support the conservation assistant and cleaning supervisor with specialist 

cleaning of the historic fabric of the building in accordance with the methods laid 

down in the National Trust Manual of Housekeeping and other appropriate 

guidance. 

 

 To assist with the setting up and dismantling of public events and exhibitions as 

requested by the CVEM, providing site support for events as required and ensuring 

timely set up and tear down as part of the team, ensuring access to site, 

responding to any maintenance/cleaning issues arising during the event. 

 

 Assist with the preparation and clearing of rooms for use by schools, groups and 

hirers. 

 

 To undertake regular required cleaning and tidying of storage areas. 

 

 Set up of scaffolding for cleaning in support of cleaning team in hard-to-reach 

areas. 

 

 Carry out confined spaces checks in the roof voids and support with roof 

maintenance checks by escorting contractors.   

 

 To receive and co-ordinate delivery of materials and equipment. 

 

 To assist the EFM [and in due course the cleaning supervisor] with the monitoring of 

cleaners as required. 

 

 To ensure, in close liaison with the cleaning team, that the cleaning programme is 

deployed effectively and in a timely way to ensure the highest level of cleanliness 

of site. 

 

Administration, purchasing and procurement 

 To administer the caretakers log. 

 

 To advise the EFM on all necessary maintenance and cleaning equipment and 

action procurement of necessary items for team.  

 

 To raise purchase orders and carry out the administration for maintenance related 

expenditure to agreed budget threshold (currently £100). 

 

 

Visitor and client relationships 

 

 To support the image of the Palace by responding in a helpful and positive manner 

to all visitors, tenants and members of the public. 

 

 To be prepared to explain maintenance and repair work to visitors to the property,  

either through signage or face to face discussion. 

 

 To wear prescribed uniform and/or Palace identification badges as instructed. 
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Security and site safety 

 

 To ensure that the Palace and grounds are opened, closed and appropriately  

secured at the prescribed times, in liaison with the EFM. 

 

 Take all reasonable steps to reduce or minimise loss or damage to the Palace, 

making safe damaged or insecure areas of the premises as necessary. 

 

 To work in close collaboration with other teams to ensure everyone understands 

their part in ensuring security of the site, e.g. not leaving doors propped open for 

either security or Health and Safety. 

 

 Respond to and safely challenge intruders, members of the public displaying 

antisocial behaviour, and persons breaking Palace bylaws particularly those 

relating to dog-walking, ball games and cycling in the grounds. 

 

 Monitor and follow through with implementation of remedial action in connection 

with unauthorised parking anywhere on the site. 

 

 The post-holder will be required to act as a key holder for the security system  

and be on-call as instructed to attend emergencies. 

 

 To operate the CCTV system on site including accessing the film and making parts 

available for others to view for the purposes of public protection, building 

protection or on request from law enforcement agencies in line with our Data 

Protection policy. 

 

 To operate the intruder [and fire] alarm systems including how to reset them.  

 

 To train other duty management staff on the operation of alarm systems as part of 

induction. 

 

 Act as responder to the disabled alarm and panic alarm. 

 

 To act as an on-site fire marshal and to be the first point of reference for the fire 

service in case of activations when on site. 
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Health and safety 

 

 Take reasonable care for the health and safety of yourself and of others who may 

be affected by your acts or omissions at work.  

 

 Greet contractors to site, checking permits to work issued by EFM are adhered to 

and take action to restrict access to site if contractors if there are concerns, e.g. 

contractors do not have the right rigging or equipment.  

 

 To ensure at all times that COSHH regulations are complied with in handling and  

storing chemicals, materials and equipment. 

 

 Keep the COSHH register, associated data sheets and risk assessments up to date. 

 

 Complete incident reports thoroughly and in a timely way. 

 

 Review, update and communicate key messages of workplace assessments and 

risk assessments regularly. 

 

 Assist in training of other teams with basic H&S knowledge and practice. 

 

 To wear Personal Protective Equipment including protective clothing when 

appropriate to the task. 

 

 To be a First Aider for the site. 

 

Volunteer management 

 

 To be responsible for the management and support of a team of building and  

maintenance volunteers at Fulham Palace, ensuring that they work within required  

standards and policies at all times. 

 

 Liaison with the volunteer support officer to ensure inductions and basic training 

have been carried out according to the Volunteer Policy. 

 

Environmental responsibilities 

 

 To take monthly electrical and gas meter readings and provide to the EFM. 

 

 To pro-actively seek ways to reduce Palace power and water consumption to 

meet Fulham Palace targets, for example by ensuring heat settings are kept at an 

appropriate level, waste is collected promptly, and best practice is followed and in 

line with the Palace Maintenance Plan and Environment and Sustainability Policy.  

 

Continuous Professional Development 

 

 Attend professional training provided by the Palace for the more effective 

performance of the duties of the role. 

 

 Keep up to date on best practice in areas of responsibility through attendance at 

external training, professional networks, online forums and professional journals as 

appropriate. 
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 Actively contribute to team discussions with ideas and suggestions to improve 

process and productivity of the team. 

 

 Propose training and development for the caretaker team as appropriate. 
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Person specification 

 

KNOWLEDGE, SKILLS AND EXPERIENCE 

 

Qualifications 
Desirable 

 Basic Trade qualification (to level 2 or 3) 

 IOSH Managing Safely  

 

Knowledge 
Essential 

 IT literacy specifically Word and Excel  

 Effective user of phone apps/smart phone and other devices 

 Good level of literacy and numeracy 

 Good understanding of Health & Safety best practice 

 Basic facilities/caretaking qualification or experience 

 

Desirable 

 Working at height qualification or experience 

 Manual handling qualification or experience 

 Some IT skills 

 First aid qualification 

 Plumbing or carpentry experience or qualification 

 

Skills 
Essential 

 Commitment to FPT’s diversity policy and the ability to work harmoniously with  

colleagues, suppliers and customers of all cultures and backgrounds  

 Attention to detail and a commitment to delivering high-quality work 

 Self- motivated and proactive 

 An effective team worker 

 Organised, able to manage his/her own workload 

 Reliable and responsible 

 Good interpersonal and verbal communication skills 

 Able to work at height 

 Friendly and pleasant 

 

Experience:  

Essential 

 Experience of property maintenance, with experience of either plumbing,  

carpentry, general facilities management or painting/decorating 

 Experience of using a range of cleaning equipment and materials 

 Experience of working with clients and/or the public 

 

Desirable 

 At least one years’ experience in a similar role as caretaker/maintenance worker in 

a multipurpose building 

 Experience of working on historic buildings 

 Experience of working for a charity 

 Experience of working with volunteers, or as a volunteer 

 


