Job Description:

Caretaker
Salary:


£10,722 - £12,598
Hours of Work:

35 per week (to include evening and occasional weekend cover)
Reporting to:

Administrator/Centre Manager
Purpose of Job
To provide comprehensive building services for Crawford House.

Duties and Responsibilities

Health and Safety

· To work with the Administrator and Building Services team to ensure that Health & Safety is maintained throughout the building

· To work with the Administrator and Building Services team in all aspects of security

· To provide competent assistance in emergency situations and undertake all reasonable precautions for fir prevention.
· To be responsible for ensuring that the statutory number of First Aiders are trained and in operation within Crawford House

Internal Duties

· To adhere to all regular checking systems, as prescribed by the Administrator/Centre Manager

· To find and repair, wherever possible, faults in equipment and the fabric of the building

· To move furniture and equipment around the building and set out rooms as required
· To ensure that appropriate signage is in position for visitors and events

· To provide a courteous and efficient service to all staff and service users of Crawford House.

· To ensure that security issues are dealt with effectively and that the building is secure as possible

· To manage all cleaners

External Duties

· To ensure that all external areas are kept free from litter and kept presentable and safe

· To remove litter, rubbish and additional discarded items to a designated rubbish area

· To work with Administrator/Centre Manager to ensure that all events, seminars and conferences run smoothly and effectively
· To be courteous and helpful at all times with all service users
Maintenance & Repairs

· To develop and establish an efficient fault finding and reporting system and inform the Administrator/Centre Manager

· To ensure that all minor repairs are carried out swiftly and major repairs attended to as soon as practically possible, including changing light bulbs, as and when necessary, in communal areas
Ad Hoc Duties

· Ensure Electricity and Gas meters are read monthly/quarterly
· To have a flexible attitude to working additional, or changed hours to ensure all duties are covered.

· Ensure access for refuse collection

· Set up and maintain a system for keeping keys to the individual units and notifying the Administrator/Centre Manager of any impending vacancy

PERSON SPECIFICATION ITEMS:

Essential

· Good level of Building Maintenance/General Construction experience

· Professional Communication skills – re, Customer Care

· Multi tasking skills

· Flexibility in working hours and tasks

Desirable

· First Aid and/or Health & Safety Qualification

· Conference & Events co-ordination

· Previous experience of Security responsibilities & issues

Knowledge / Skills / Experience

· Up to date Health & Safety knowledge

· Good network of relevant trade organisations

· Local area knowledge

· Implementation of procedures to adhere to policies & legislation

· Basic electrical knowledge and/or experience
