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	JOB DESCRIPTION
	Form

JD1



	JOB TITLE:  Caretaker


	POST NUMBER:  1100DRW

	REPORTS TO (Job Title):  


	TFM Facilities Manager West Offices 

	DEPARTMENT:   CBSS Facilities Management
	GRADE: 5

	JE REF:
	3569
B00838
	PANEL DATE:
	06/10/2015


	1.
	MAIN PURPOSE OF JOB

This post will be based at West Offices where the majority of caretaking work is required, however there may be a requirement on occasions to provide general caretaking assistance at Hazel Court to meet business needs and other smaller CYC premises
To assist with making good small repairs to office furniture and general maintenance of office fixtures & fittings as necessary.
Carry out general ‘handyperson’ duties such as temporary reactive ‘make safe’ work, unblock sinks, refix door handles, remove graffiti, hang picture frames & re sighting of fixed office signage, assist with office moves & changes (porterage service) 

Assist with the disposal of office furniture or obsolete office equipment etc 
Keep external grounds at West Offices free from items or substances that could cause a danger to building users and report any damage to line manager.



	2.
	KEY TASKS:



	
	i.
	To carry out visual checks to the exterior of the building and grounds prior to opening the premises each day. 

Remove obstructions from roofs and gullies where safe to do so.

Report non minor repairs or defects to the TFM Facilities Manager West Offices for action.

	
	ii.
	Work closely with the TFM Facilities Manager West Offices and the third party resident engineer to ensure awareness of proactive and reactive issues requiring attention. 
Take instruction directly from the TFM Facilities Manager West Offices on matters requiring immediate attention with awareness of other events which will require priority caretaker input e.g., room set ups/changes to layouts etc.,

	
	iii.
	To carry out rudimentary checks to ensure that lighting, heating, hot water, toilets and drainage are working adequately. Report any issues requiring action to line manager

	
	iv.
	Clear snow/ice/leaves from paths, steps, cycle sheds, staff / customer entrances etc, spreading of salt/grit and removal of leaves/make seasonal adjustments when required

	
	v.
	Carry out minor repairs, e.g. replacing light bulbs and tubes, make-safe work; re-fix door, handles, temporary repairs to torn carpets, etc. 
Report any damage needing repair by contractors to line manager. Safely remove and dispose of general debris such as glass etc., ensure that the internal and external environment safe within limitations of the role.

	
	vi.
	Remove cumulative debris from gutters, rodding waste and drain pipes to clear blockages applying safe systems of work according to Council procedures at all times.

	
	vii.
	Assist with the weekly testing and re setting of fire & intruder alarms at West Offices and other CYC sites if required on occasion, including assisting with fire drills, replacing glass to call points, alter codes to locks and alarms, maintain written documented time logs appropriate to above where required.

	
	viii.
	Day to day cleaning and spot cleaning / removal of graffiti as required in addition to external lower lever light fittings throughout the properties as appropriate. 
Jet wash entrances and walkways ensuring they are free from substances that may cause the surface to become slippery.  Removal of dead pigeons and pigeon guano using appropriate PPE. Adequate training will be provided to carry out this process safely

	
	ix
	Provide occasional porterage duties such as assisting with minor office moves, setting up of rooms for various functions.  
Assist with the safe furniture storage of surplus or unallocated office items

	
	x.
	Assist the resident third party M&E engineer when required and take instruction of ad hoc assistance to tasks within scope of training, personal abilities and capabilities applying safe systems of work at all times in accordance with Council procedures and guidelines

	
	xi.
	Collect and dispose of new furniture packaging, office recycling and general office waste to agreed collection points if required to do so.

	
	xii.
	Develop and maintain a detailed working knowledge of the day to day operational requirements relating to small works/general caretaking duties within scope of the role at West Offices and to a limited degree at Hazel Court

	
	xii.
	Read various utility meters (gas, water electricity etc) and report details/information to line manager.

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No staff management responsibility.  



	4.
	CREATIVITY & INNOVATION

Guidelines, procedures and systems exist for most circumstances but the post holder must use their own initiative to resolve issues that occur throughout the working day and also outside of office hours where required.  

The post holder may need to be creative when major works are being carried out within office accommodation as there are conflicting priorities for access to key areas e.g. decorators and cleaners wanting to work in the same areas. In these instances ensure close liaison with line manager, other FM managers, resident engineer & project managers  where appropriate


	5.
	CONTACTS & RELATIONSHIPS

· Internal
The post holder will have frequent contact with FM team members, security team, M&E contractors, building managers,  council representatives and  the cleaning services manager/ cleaning staff 

· External

Potential for, but limited direct interaction, with representatives from the security alarm service providers, police force, fire brigade, CYC maintenance and contractor staff, delivery drivers, members of the public  
Occasionally may be required to deal with unwelcome users of CYC sites such as vagrants, drug users, or would be vandals.  

Contact is both direct (face to face) and remote (telephone or through messages/notes).


	6.
	DECISIONS  

Discretion – The post holder on occasion may be required to work in isolation and will have to make decisions about how to respond to incidents as they occur.  

Makes decisions about assisting with the safe delivery of Biomass consumables  (adequate competency training must be provided to post holder)
Consequences – 

The consequences of the effects of decisions enable CYC staff to work in a safe and adequately maintained working environment must be considered when approaching tasks


	7.
	RESOURCES – equipment

Responsible for the proper use and safekeeping of materials and small items of equipment such as power wash machines, leaf blowers assorted tools, ladders and trolleys etc. 
Report any defects or shortfalls/areas of concern re. equipment to the Facilities Manager (hard services)


	8.
	WORK ENVIRONMENT 

Work demands 
The nature of the work is combined reactive and proactive, therefore a degree of flexibility regarding extended working patterns out with the normal 9 – 5 pattern may be required from time to time.

Physical demands 
The work can be physically demanding because furniture often has to be moved and ladder work and working with desk surfer equipment is routinely necessary (adequate training in all systems will be provided by CYC).

Work conditions: 
Generally good although there are duties that require working outside. Therefore there are inclement weather conditions to be dealt with e.g. clearing snow and ice from pathways, dealing with flooding/gales.  
Other unpleasant conditions such as unblocking toilets, dealing with blocked drains, floods, overflowing gutters, (subject to completion of training), and safe disposal of rubbish and litter found in the grounds are routine elements of the job.

Work context: 
Clearing up after vandalism, flood or fire can present health risks.

Occasionally works in isolation without immediate assistance or support where there is the potential for danger. 
Appropriate training and adequate personal protective equipment (PPE) is provided


	9.


	KNOWLEDGE & SKILLS

· Health & Safety legislation and the practical implications

· COSHH issues
· IOSH Managing safely (must be willing to attend training course)
· Electrical safety

· CYC approved contractors 
· Waste disposal procedures

· Buildings and grounds maintenance

· Safe use of ladders and platforms/working at height
· Manual handling techniques

· Fire safety measures

· Setting and re setting of intruder and/or fire alarm systems)

· Safe use of power tools – adequate training required
· First level knowledge of boiler maintenance

· Good working knowledge of locks, keypads and bolts etc and general handyperson duties


	10.
	Position of Job in Organisation
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Job reports to:
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