1 MORAY COUNCIL

JOB DESCRIPTION


	 (1)	JOB IDENTITY

	POST TITLE:	Caretaker                          DEPARTMENT:	Health and Social 				Care
SECTION:	Community Care               LOCATION:	 Woodview, Lhanbryde and across Moray

REPORT TO: Assistant Manager

GRADE:	3	POST NO:  MOR12306



	 (2)	JOB PURPOSE AND WAY OF WORKING

	Provide an effective and efficient caretaking service that supports Woodview and other services in meeting the needs of the community of Moray in accordance with Council policy.



	(3)	MAJOR TASKS

	3.1 Ensure effective care of the fabric, tidiness and security of the buildings and the area around it and carry out all caretaker service routines to the agreed quality standards.
3.2 Support Individuals to participate in tasks where appropriate.
3.3 Ensure that the financial and administrative procedures of the Council are complied with.
3.4 Participate in training and development opportunities.



	(4)	REPORTING RELATIONSHIPS	This job is indicated by *

	Assistant Manager 
*Caretaker *



SIGNATURES AND ADMINISTRATION ONLY		

	Author’s Signature:

Postholder’s Name:

Supervisor’s Name:
	Validator’s Signature:

Signature:

Signature:
	Date:

Date:

Date:




	
(5)	DUTIES TYPICALLY INCLUDE:

	5.1	Ensure effective care of the fabric, tidiness and security of the buildings 	and the area around it and carry out all caretaker service routines to the 	agreed quality standards.
5.1.1	Arrange rooms and other areas as instructed ensuring appropriate clearing up afterwards.
5.1.2	Ensure all facilities and equipment are cared for in an appropriate manner.
5.1.3	Attend to any faults or damage to equipment / facility without delay.
5.1.4	Set security systems and ensure appropriate recording of data as required.
5.1.5	Ensure the storage of equipment and furniture is appropriate and meets health and safety requirements.
5.1.6	Monitor heating / lighting, adjust settings and report undue variations or faults.
5.1.7	Carry out minor repairs and maintenance jobs, including repairing plasterboard, reporting any major repairs required to Property Services
5.1.8	Ensure the area around the buildings is tidy, clear snow and grit paths, weed and sweep paths and pavements.
5.1.9	Maintain regular checks on toilets.
5.1.10	Ensure the tidiness of the interior of the buildings and appropriate adherence to Health and Safety requirements.
5.1.11	Maintain Council property and grounds are in good condition.
5.1.12 Undertake driving / delivery duties as required.
5.1.13 Carry out Health and Safety checks and fire safety monitoring also regular fire drills as appropriate.
5.1.14 Ensure the grass and landscape is maintained  
5.1.15 Carry out decorating as required. 
5.2	Support individuals to participate in tasks where appropriate.
5.2.1   Provide support individuals to participate in agreed tasks in accordance with the agreed service plan, risk management plan and Business continuity plan
5.2.2   Participate in appropriate de-escalation; breakaway and physical intervention training as required and maintain appropriate skills through participation in staff practice sessions.
5.2.3   Act as I driver when require for individual outings.
5.2.4   Respond to incidents/emergency if required. 
5.3      Ensure that the financial and administrative procedures of the Council are complied with.
5.3.1	Handle deliveries ensuring they are complete and undamaged. 
5.3.2	Efficiently administer supplies as required.
5.3.3 Order good and supplies as required in line with council procedures. 
5.3.3 Ensure there are accurate H&S records complete
5.3.4 Complete H&S assessments as required
5.4	Participate in training and development opportunities in line with role and the individuals needs.
5.4.1	Participate in staff development opportunities.
The above is intended to provide a clear but concise statement of the present MAJOR TASKS and ACTIVITIES of the job.  It is not an exhaustive list of all its detailed duties.
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				 MORAY COUNCIL

PERSON SPECIFICATION

Post:					Caretaker

Department:			 	Health & Social Care

Date Specification Completed:	 May 2025

Prepared By:			 Assistant Manager (Provider Services)

Note:  Any disabled applicant who meets the essential criteria for the post is guaranteed an interview.

	ATTRIBUTES
	ESSENTIAL
The minimum acceptable levels for safe and effective job performance
	DESIRABLE
The attributes of the ideal
 candidate

	(1) Experience

	Care and maintenance of property
	Working with people with a Learning disabilities and or Autism 

Previous caretaking experience 

	(2) Education and qualifications*

	4 SQA Standard Grades or equivalent at level 3 or above including technical subjects

Effective literacy and numeracy skills

IT literate.
	



ECDL

	(3) Skills/abilities (general)

	Aptitude for tidiness
Attention to detail	
Self confidence
Self motivated
Good organisational skills
	Telephone skills
Knowledge of customer care requirements
Knowledge of Health, Safety and Security


	(4) Skills/abilities specific to post

	Ability to prioritise tasks / action
Ability to follow routines
Capable of working unsupervised
Able to carry out handyman / basic maintenance duties
Driving licence which enables you to drive a mini-bus or other Individuals transport
	Administrative skills
Experience of using office, display and presentation equipment


	(5) Inter-personal and social skills

	Strong customer care / people skills
Patience
Diplomacy
Willingness to accept direction/delegation
	

	(6) Working environment & physical demands
	Ability to carry out physical intervention with Individuals who display behaviour that causes concern. 
Ability to lift and carry reasonable weight, move furniture and equipment and store deliveries including cleaning and stationery supplies in accordance with moving and handling regulations.
Must be able to lift and bend in order to carry out wet and dry cleaning
Ability to climb a ladder 
Ability to work flexibly to meet the needs and demands of the service
	



* Candidates will be required to show these documents if invited for interview.
Satisfactory Disclosure Scotland check required?				YES/NO

Membership of Protecting Vulnerable Groups Scheme                           
(Working with Children)?           							YES/NO
Membership of Protecting Vulnerable Groups Scheme
(Working with Adults)?								YES/NO

Satisfactory pre-employment medical screening required?		YES/NO

