	WIRKSWORTH TOWN COUNCIL




JOB DESCRIPTION / PERSON SPECIFICATION

	Post:
                          Caretaker

	Salary:                           SCP Pay Scale: 3                                 21hrs per week              
£12.45 per hour + Enhancements (for caretaking of the public toilets and on call callouts & overtime)

	Responsible to:              Town Clerk                   

	Job Purpose

To work under the supervision of the Town Clerk, or in his/her absence, the Deputy Clerk.

To work hours flexibly and in liaison with other Caretakers, to ensure the efficient caretaking, cleaning, maintenance & security of the Town Council buildings & assets.


	Main Responsibilities

	To undertake opening and closing for lettings at the Town Hall/Memorial Hall; to liaise with organisers of functions to ascertain needs and ensure satisfactory bookings; to undertake porterage tasks as required including setting up and clearing away furniture, erecting/dismantling the modular stage, erecting/moving stage curtains, etc, for functions as required.

To be responsible for maintaining the security of the premises and its contents in accordance with the council’s current requirements.

To ensure heating and equipment is efficiently and effectively operated and report defects and malfunctions to the Town Clerk.

To report emergencies in the case of faults with gas, electric and water supply to the Town Clerk, or where not immediately available, to alert the appropriate services.

To attend to, where necessary, personnel visiting the site such as contractors, representatives of utilities (gas, electric) and monitor any work being carried out within the postholder's area of responsibility.

To carry out appropriate regular inspections (ie, daily, weekly, monthly), report and record findings, and assist with minor maintenance, litter clearance and health and safety issues arising within the Town Council’s estate, including gardening duties within the Town Council’s estate.

To support the operation of markets by the Town Council, including the Tuesday Market (including H&S checks, collection of rents and other associated duties as directed by the Clerk).

To clean Public Conveniences at Barmote Croft.

General
To adhere to existing working practices, methods, procedures, undertake relevant training.
To carry out the duties and responsibilities of the post in compliance with the Council's equal opportunities policies.

To maintain confidentiality and observe data protection and associated guidelines where appropriate.

This Job Description is not intended to be a comprehensive definition of all the duties.  

The Council reserves the right to require you to undertake other duties and responsibilities which do not change the character or purpose of the post.

The list of duties and responsibilities contained in this document are issued as guidance which are applicable at the time of writing. 



	Person Specification - Post Details


	

	Job Title:                                                  Caretaker /Cleaner
KNOWLEDGE:



	Understanding of cleaning, equipment and materials.
Understanding of health and safety and good practice in relation to cleaning/caretaking.

Essential

From the application form, probing at interview

EXPERIENCE:


	Requirement

Essential/Desirable

Method of Assessment
Experience of building security 

duties, including alarm setting.

Previous caretaking and/or 

cleaning experience.
Previous experience of working 

with heating systems.

Desirable

From the application form, probing at interview



	MOTIVATION:


	Requirement

Essential/Desirable

Method of Assessment

Ability to work on own initiative and within a team

Ability to communicate effectively both verbally and in writing.

Essential

From the application form, at interview



	EQUALITIES:


	Requirement

Essential/Desirable

Method of Assessment
Knowledge of the Council’s Equal Opportunities Policies 

Essential

From the application form, probing at interview

OTHER:


	

	Requirement

Essential/Desirable

Method of Assessment
Willing to be reasonably flexible in relation to working hours.

Willingness to undertake routine tasks as may be required.

Willing to undertake job related training.

Physically able to carry out the duties of the post. 

Essential

From the application form, probing at interview
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