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JOB DESCRIPTION

Job Title:			Caretaker	

Pay Grade:			W1

Team:				Living Well

Function:			Centres for the Community

Responsible to:	      	Operations Manager

Job Purpose:	

Supporting the staff to provide a welcoming community venue. This role must be operational, dealing with day to day issues affecting staff and customers.

Key Area: 

PEOPLE - A Healthy, Inclusive and Engaged Community
We will improve the health and wellbeing of our community, by:
· working with partners to raise personal health standards with particular focus on housing, mental health, alcohol, obesity and smoking;
· encouraging through a clear dialogue with those who are able, to take responsibility and self serve, while helping, with partner organisations (including the Voluntary, Community and Faith Sector), those less able; and
· promoting recreational opportunities for all sections of the community.

Generic responsibilities:

· To provide the service in accordance with the Council’s Vision & Values statements.

· To work effectively with colleagues in delivering a high quality service through excellent team working and good communication.

· To provide excellent customer service.

· To work in a flexible manner and to be willing to undertake other duties as reasonably requested. This will also include covering at the other community centres based within the borough. And will at times include split shifts dependent on the working location and the need of the individual centre (notice will be provided prior to moving locations).

· Adoption and development of new ways of working.

Key areas of responsibility:

· To help to create a pleasant and welcoming environment for all groups using the centre.

· To undertake cleaning and tidying duties as necessary and to assist with the general upkeep of the building and its grounds.

· To work with other members of the team and help to maintain Health and Safety standards in the centre at all times.

· To undertake general porterage and manual handling duties to suit the multi-purpose function of the building and to prepare areas of the centre as necessary for different users.

· To help to foster and maintain good links with all groups at the centre and within the local community.

· To assist with the opening and closing of the centre for out of hours use of the building on a casual basis at the request of the Operations Manager on a rota basis with other members of the team and relief key holders.

· To assist with the responsibility for the building when on the premises out of hours and to ensure that out of hour’s users conduct their activities in an appropriate manner.

· To actively contribute to the aims and objectives of the centre and Independent Living Services Team and to support colleagues as necessary.

· Any other duties, as required by the Operations Manager, at a level appropriate to the post, this to include working at other Council sites to cover annual leave/sickness were required.






PERSON SPECIFICATION
Job Title: Caretaker

	  Criteria
	Standard
	  E/D
	 Measure

		Education & 	training
	· Basic literacy and numeracy skills.
· Safe manual handling awareness.
· First aid in the workplace.
	E
E
D
	App
App
App

		Experience
	· Ability to demonstrate a working knowledge of Health and Safety in cleaning public areas. 
· High quality customer care.
· Day to day cleaning and care of community buildings.
· Experience of working with the public in a community setting.
	E


E
D

D

	App/Int


App/Int
App/Int

App/Int

		Special Skills
	· Good written and verbal communication skills.
· Pride in the presentation of the centre and its surroundings.
· Knowledge of Word, Excel and Outlook.
	E

E

D
	Int

Int

Int

		Motivation
	· Self motivated and able to work on own initiative.
	E

	Int

		Personality/ _Disposition
	· Team player.
· Prioritises effectively.
· Flexible.
· Adaptable.
· Organised.
· Confident.
	E
E
E
E
E
E
	Int
Int
Int
Int
Int
Int

		Special 	Requirements
	· Able to work unsociable hours and alone.
· Must be able to carry out cleaning tasks and move furniture.
· Available evenings and weekends by arrangement.
· Flexible as key-holding duties may need to be covered, where required.
· To hold a clean driving licence 
	E

E

E

E

E
	Int

Int

Int

Int

Int




Key: 
E = Essential, D = Desirable, App = Application, Int = Interview
Candidate Screening:
Rehabilitation of Offenders Act 1974 does not apply
Disclosure and Barring Service Check: Enhanced
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Woking Borough Council Role Map

Job Title: Caretaker

Team: Living Well

Function: Centres for the Community


	Behaviours
	Level required

	Shaping our Future
	1

	Leading our People
	1

	Delivering for our Customers
	2

	Making Change Happen
	1

	Team and Partnership Working
	1

	Communicating Openly
	2

	Performance Management
	1





Please refer to the Council’s Behavioral Framework for examples and indicators of the expected behavior required at each level.
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