	RENFREWSHIRE COUNCIL
ENVIRONMENT, HOUSING, AND INFRASTRUCTURE
JOB OUTLINE


	SERVICE:
	Environment, Housing and Infrastructure
	SECTION:
	Concierge and Caretaking

	POST TITLE:
	Caretaker
	POST ID:
	

	GRADE:
	GR1
	LOCATION:
	Throughout Renfrewshire

	REPORTING TO:
	 Concierge & Caretaking Co-ordinator


	PRINCIPAL ROLE:

	To provide a mobile caretaking, security and advice service to all high and low rise properties within Renfrewshire.  Clean common areas and ensure blocks of flats are safe and tenants are assisted and supported in order to sustain their tenancy.


Key tasks for which the post holder will be responsible:
1. Work at a variety of high and low rise properties including moving from site to site on a daily basis.

2. Security patrolling at regular intervals ensuring the security of properties is maintained by monitoring access of visitors and tradespersons.
3. CCTV monitoring at site.
4. Provide evidence to Police on incidents witnessed and attend court if required.
5. Maintain and clean all common areas i.e. stairs, bin chutes, foyers, lifts, bin areas,          laundrettes, outside pathways, etc.

6. Secure outside laundrettes as required.
7. Record keeping and report writing.
8. Deal with tenant complaints/enquiries.

9. Reporting cases of anti-social behaviour.
10. Reporting and monitoring common repairs that are required at site.
11. Liaison with other Council officers, Police, Fire Service, Contractors and other external agencies.

12. Assisting tenants with the removal of large objects/bulk refuse.

13. Report lift breakdowns, common repairs and assist tenants where possible.
14. To adhere to the Council’s commitment to Health and Safety and supporting attendance, equal opportunities and compliance with all relevant policies. 
This description is indicative of the nature and level of responsibilities associated with this job.

It is not exhaustive and the job holder will be required to undertake other duties and responsibilities commensurate with the grade. 
