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JOB DESCRIPTION 

	JOB TITLE:                         Caretaker – New Bury
Sector/Section:
                            Hubs
Grade:                                           Caretaker
Directly responsible to:                 Area Learning & Hub Manager



	PURPOSE OF JOB:  

            Under the general direction of the Area Learning & Hub Manager:
· Security of the centre buildings and grounds.

· Minor maintenance of the centre premises, internal fixtures, fittings and furniture.

· Ensuring that standards of safety, cleanliness and tidiness are maintained and monitored through the centre and grounds.

· As nominated key holder responding to emergency call outs if required.




	MAIN RESPONSIBILITIES AND DUTIES:
1. Patrol of interior and exterior of centre premises at regular intervals throughout the shift.

2. Opening and closing of the centre building at times determined by the line manager, including ensuring that the fire and intruder alarm systems are fully operational.

3. Ensuring the efficient and optimum operation of the centre’s central heating system, including carrying out simple maintenance as required.

4. Cleaning duties including spot and emergency cleaning which may be necessary to maintain hygienic standards.

5. Ensuring sufficient stocks of essential janitorial materials are maintained eg soap, paper towels, toilet rolls, light bulbs etc.

6. Convey waste produce to the appropriate central refuse area(s) as required.  Put out and bring in dustbins in conjunction with waste collection days.

7. Movement of furniture and equipment round the centre.

8. Ensuring that washroom facilities/toilet areas are regularly inspected to maintain high standard of cleanliness and that they are maintained with an adequate supply of soap, paper towels and toilet rolls.

9. Remove all debris and leaves from traps, downpipes, waste pipes etc and ensuring that drains and manholes are clean and operational.

10. Ensuring that waste pipes to all lavatory basins and sinks are cleared and clean.

11. Monitoring the use of electricity, gas and water consumed and ensuring that any equipment connected to these services are left in a safe condition at the end of the centres day and during holiday periods.

12. Ensuring the safe storage of any flammable/toxic substances on site.
13. Clean all windows/glass surfaces, which are not cleaned by, contract window cleaners.

14. Sweep and clear car park areas to ensure they are always kept free from glass and other hazardous debris.

15. Litter picking from all centre grounds/areas.

16. Carry out regular H&S inspections and complete relevant paperwork

17. Maintenance of identified shrub beds (weeding, hoeing etc)

18. Clean light fittings/shades.

19. Check all fire fighting equipment within the site to ensure it is maintained in operational condition.

20. This is not an exhaustive list and related duties may be added/amended at the discretion of the Area Learning & Hub Manager, to meet the needs of the centre.
21. The post holder will be expected to comply with any rules and regulations which the Corporation may from time to time issue to ensure the efficient operation of its business and the welfare and interests of its students and employees.
22. To undertake such duties as may be required by the Prinicipal, commensurate with the grade and nature of the post.
23. To actively promote and embed equality and diversity within the College.
24. To actively contribute to the College’s safeguarding children and vulnerable adult agenda. 
25. In carrying out their duties the appointee must; 
· Comply with Health and Safety Regulations

· Be aware of the College statement on Health and Safety

· Be fully aware and comply with College policy on equal opportunities

· Be fully aware and comply with College policy on data protection.



	Flexible Working

Whilst this particular position is normally located at a specific Community site, the Hubs Team operate on a flexible basis across the College and staff are required to give support in all areas/sites, as and when required by Management, with due regard being given to their specialism.

Working Hours

The post holder will be expected to work such hours as are stated in the contract of employment. The postholder may from time to time be required to work Saturday or a Sunday, in which case time off in lieu will be given during the normal working week.

Training

The College wishes to encourage support staff to increase their skills and qualifications, for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.
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