	Service Area:
	Assets & Commercial Services

	
	

	Job Title/Grade:
	Caretaker (Scale 3)
Part Time (20 hours per week)

	
	

	Responsible to:
	Senior Building Services Officer

	
	

	Our Culture & Values:
	All job roles at Rochford District Council require the postholder to be flexible and proactive in their approach. Being customer focused and willing to maximise your potential at work are expected. We all work together to achieve the very best for our residents which sometimes means getting involved in projects and trying new tasks outside of your day-to-day job role. We love our staff to suggest new ideas and to have enthusiasm to try out new experiences. If this sounds like a place you would like to work, then read on for more detail on this job role.



	 Main Responsibilities

	· To undertake the caretaking and security of the Council’s administrative buildings at Rochford and Rayleigh as assigned, involving the opening and closing of the offices and switching on/off the alarms.
· To attend out of hours at the offices in response to a call out by the Emergency Services or a senior member of staff in the event of a break-in, misuse or malfunction of the alarm system, fire, flood, or other incident affecting the security of the buildings.

	· To attend the council’s administrative buildings or other venues out of hours, for example to open buildings for weekend working or assist with the arrangements at official events, such as Elections, including weekend rotas to open/close the building for staff that work on Saturdays.

	· To be flexible in performance of duties which will be within the postholder’s capabilities and competency.

	· When assigned to the premises at Rayleigh, prepare and lay out the committee rooms for use by the Council or its committees or for hirers of the accommodation. Ensuring that the council chamber and committee rooms are prepared for meetings, including the setting up of audio-visual equipment, and that refreshments are available in the Members’ lounges. Flying the appropriate flag on the specified flag days.

	· To carry out minor repairs and maintenance throughout the offices as required, e.g changing light bulbs, repairing or replacing broken locks or catches, putting up shelves, noticeboards, painting & decorating, minor plumbing duties within the postholder’s skills and capabilities.

	· Ensuring provision of all services to the buildings, including electric, water, heating, telephones, alarms, refuse collection etc and reading and recording meter reads as required.

	· To undertake porterage and light cleaning duties as and when required.

	· To clear leaves, litter, weeds, berries, snow and ice from the Office’s footpaths and car parks, clearing drains as needed.

	· To monitor the standard of office and window cleaning carried out by the external contractors.

	· To make all necessary arrangements with external maintenance contractors, to include signing in and issuing work permits and liaise with them when on site.

	· To undertake such other duties commensurate with the postholder’s experience and grading as may be reasonably delegated, i.e. assist with Portable Appliance Testing.



	Corporate Responsibilities

	· To observe all the requirements of Safeguarding and to report any potential Safeguarding concerns in accordance with the Council’s Safeguarding Policy.

	· To comply with all appropriate legislation and Council policies including the Officers Code of Conduct, Health and Safety at Work, etc. Act 1974 and the Council’s Health and Safety Policy and procedures.

	· To support the Council’s Equalities & Diversity Policies.

	· All staff may on occasions be required to support the Council to deal with emergency situations affecting the community we serve. In the event of such an emergency or, of a rehearsal for such an event, the postholder may be required to attend at times and at locations outside of the norm for the post and to adopt the duties directed by the Officer in Charge for the duration of the emergency situation.

	· To contribute to project work arising from the Business Plan and to undertake any other reasonable duties as may be required from time to time by the Line Manager/ Leadership Team.



	Review

	· The duties and responsibilities of this post may vary from time to time according to the changing requirements of the Council. The job description may be reviewed at the discretion of the relevant Assistant Director in the light of those changing requirements and in consultation with the postholder. In any event, the Head of Paid Service reserves the right to review and amend the job description.



	
· Signed (Postholder):                                                                  Dated:




 

Personal Specification
	Post
	Caretaker



	Essential Requirements

	Qualifications

	· Full Driving License

	Knowledge and Skills

	· Able to carry out minor repairs.

	· Good practical skills.

	· Able to work unsupervised.

	· Understands why equalities and diversity is important and can apply this criteria in the workplace.

	Ability

	· Able to prioritise work appropriately.
· Able to work to deadlines and work under pressure.
· Flexible, pro-active and adaptable.
· Effective team working. Sharing ownership, team goals and workload.
· Commitment to maximising potential and continuous improvement of self and of service.
· Able to contribute positive suggestions and willing to take forward.
· Able to establish and maintain effective relationships with people at all levels
· Able to demonstrate a commitment to customer service.




	Desirable Requirements

	Qualifications
· Good standard of education e.g. GCSE’s/O levels or equivalent.

	Knowledge and Skills
·  Knowledge of Health and Safety and First Aid.

	·  Knowledge of the District.

	Experience 
· Work involving responsibility for the caretaking and security of premises.

	Ability
· Able to cover when colleagues are absent. 

	· Able to be part of the Out of Hours Call Out Service. 

	· Commitment to Customer Service.

	· Able to use own initiative and work independently to see projects through to a successful conclusion.



