
	JOB DESCRIPTION


	Job Title:
	Caretaker

	Salary:
	£11.76 per hour (pay scale 4)

	Reporting to:
	Operations Manager

	Hours of work: 
	Variable as the needs of the business require

	Location:
	Woodland Community Centre, Horton Heath Community Centre, the Parish Office and the Lapstone Pavilion, Knowle Park and New Century Park

	Role Overview

	To provide caretaking support to the Council including ensuring the security, cleanliness, and general maintenance of the buildings and community infrastructure ensuring these are maintained to a high standard.


	Key Accountabilities/Main Responsibilities
· To liaise with the Operations Manager and Bookings Officer on a weekly basis to ensure adequate caretaking provision for the facilities bookings. 
· Security of parish premises (Woodland Community Centre, Horton Heath Community Centre, Parish Office and Lapstone Pavilion), the designated areas will include toilets. Ensure all windows and doors are locked, alarm set and where appropriate, gate locked.

· Key holder responsibilities for the Woodland Community Centre, and other sites as necessary. This does not imply sole key holder responsibility for the ‘working week’.

· Contacting the Operations Manager when the need for emergency repairs occurs and to secure building when necessary.

· Liaising with hirers of facilities when necessary.

· Checking hired venues on a minimum of Saturday and Sunday evenings, and mornings. To inspect premises pre and post bookings at weekends.

· Energy conservation measures (e.g. close windows, switch off unnecessary electrical appliances, lights, heaters and/or check and adjust heating controls).

· Cleaning of premises – undertaking thorough clean of premises including all hired areas, windows, floors, kitchens, toilets and changing rooms using a schedule/checklist provided by the Operations Manager. Undertake any clear-up cleaning of areas necessary following post bookings checks.
· To inform the Operations Manager when routine consumables and cleaning/maintenance materials are required for purchase as required.

· Periodic cleaning of outside hard areas (e.g. steps, patios, pathways etc) and ensuring that they are litter free. This includes litter picking at all council owned areas i.e. buildings and open spaces that we maintain. 
· Moving facility equipment (e.g. tables, chairs and ancillary equipment).

· Carry out any minor repairs needed following post booking inspections and report repairs carried out to the Operations Manager.

· Identifying and report building defects to the Operations Manager.
· Undertaking gate locking when directed to do so. 
· To assist the Operations Manager/Parish Clerk with any other duties that may be necessary.
· To support in the management of new building/outdoor projects i.e. the splashpad at New Century Park and the community café in New Century Park. 
· Taking necessary action as directed by the Operations Manager in the event of bad weather or emergency, (such as responsibility for clearing snow or ice from paths in accordance with Health and Safety practices, dealing with floods, fires, break-in or other damage caused to the pavilions etc).

· Health and Safety Policy. The role is primarily that of a lone worker and all duties must be carried out to conform to both the Council's Lone Worker, Health & Safety & Mobile Phone Policies.




