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Job Description and Employee Specification [Caretaker]
Enterprise & Communities

	Service: 

	Enterprise & Communities

	Division:
	Facility Support Services


	Job Title:
	Caretaker


	Responsible to:
	Assistant Area Manager


	Grade:
	NLC3


	Conditions of Service
	SJC


	Date of last review:
	


	Job Outline

The Community Facilities Caretaker are responsible to the Assistant Area Manager for the presentation, cleanliness, and security of Community Centre’s operated and managed by Facility Support Services - Community Facilities section. 


	Main Duties and Responsibilities

Generic Duties:
1. Preparing community facilities in accordance with hirer’s requirements in relation to layout and equipment.

2. To interact with the community groups / members of the public using the facilities, including taking telephone calls and greeting users of the community estate.

3. Carrying out any necessary minor repairs or maintenance in accordance with the maintenance and repairs procedures to 

4. Reporting any necessary repairs or maintenance to the facilities in accordance with the section’s maintenance and repairs procedures.

5. Assist in the preparation of a cleaning rota and carrying out the cleaning duties, which ensure that the facilities are maintained to a high standard of cleanliness and presentation.

6. Ensuring the security of the centre and its contents.  Undertaking testing of all security and fire systems in accordance with the fire logbook and liaising with user groups participating in the fire tests.

7. To liaise with all user groups, potential customers, and members of the public in a courteous manner which reflects best practice in customer care.

8. Undertaking such duties and responsibilities as may be required in terms of the Health & Safety at Work Act 1974, the NLC Health and Safety Policy and other relevant legislation.

9. Undertaking all key-holding responsibilities to ensure the facilities are secured appropriately to minimise opportunities for vandalism, including the requirements, where appropriate, to be called out to attend an emergency that may occur in the centre.
10. Ensuring that the centre’s First Aid kit is always kept stocked.

11. Ensuring that all cleaning equipment is well maintained, reporting repairs as required.

12. Keep a sufficient, but not over abundant, stock of cleaning materials within the centre.

13. Maintain accurate records of fire tests, contractor attendance, attendance figures and undertake basic administration functions as required by management.

14. Undertake all duties outlined in Caretakers Manual and in accordance with safe manual handling, safe systems of work and COSHH.

15. Maintain safe access and egress from the facility by salting and / or snow clearance.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· None required 
First Aid Certificate 
	X
	
X
	On Site Training will be provided

	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Experience in dealing with members of the public
· Experience in cleaning to set standards using a variety of equipment
· Experience of completing paperwork and records
· Experience of identifying any necessary maintenance and repairs
· Experience of being responsible for building security / key-holding
	X


X

X
	






X


X



	Application Form/Interview

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Ability to complete standard paperwork and records accurately
· Ability to communicate effectively with service user to required customer care standards
· Ability to work on own initiative and work from instructions without direct supervision
· Ability to deal with difficult situations in a calm manner
· Ability to identify any necessary maintenance and repairs
· Basic handyperson skills
· Knowledge of Health and Safety
	X


X




X



X

X


X

X
	



















	Application Form/Interview

	· Organisational skills

	
	X
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Self-motivated
	X
	
	Interview

	· Ability to project a professional image when working with members of the public
	X
	
	

	· Flexible approach to work practices
	X

	
	

	
	
	
	

	OTHER
	
	
	

	· Able to work evenings and weekends as required
· Ability to travel throughout North Lanarkshire
	X

X
	
	Interview
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