JOB DESCRIPTION
Caretaker
	GRADE
	LC2 SCP  7 - 10
20 hours

	Responsible To:
	Events & Business Manager

	Responsible For:
	None 

	Summary
	To support the work of the council in providing well maintained public buildings and spaces

	Overall Responsibilities:
1. To provide general caretaking support for the town hall complex, surrounding public realm and Market Store
2. To support the Markets and Assets Officer in their work
3. To ensure high standards of care and maintenance as it relates to the post
4. To carry out routine checks of assets and facilities as directed and keep relevant clear records
5. To ensure health and safety compliance in all actions and follow clear working practices

	Specific Responsibilities:
6. Opening and closing, unlocking and locking of Town Hall when required, including evening/ weekend use at times arranged by your manager
7. Overall security of the premises including the locking of all windows, doors and gates after use.
8. To provide equipment and return to usual storage location for activities of the council.
9. Upkeep and general care of the Town Hall, inside and outside, including hygiene cleaning after lettings
10. Sweep surrounds, pick up litter and be responsible for the removal of debris from the surrounds, all entrances and the small common.
11. Facilitating lettings as required - opening, closing and general duties
12. Preparation of rooms for functions and bookings as required
13. Routine cleaning and maintenance 
14. Ensure that clear passage is maintained on fire escape routes
15. Regular checks and maintenance and cleaning logs
16. Make safe any hazards found and ensure that the area is cordoned off and report to appropriate officer for action.
17. Keep paths, entrances free of ice and snow to ensure the safety of staff, Councillors and the public 
18. Flushing taps and toilets and water dispensers for legionella prevention    
19. Carrying out minor repairs to property, fixtures, fittings and equipment, which are not beyond the scope of an unskilled handyperson.
20. Drawing the attention of your manager to any repairs or maintenance work, which is beyond the competence and responsibility of Caretaking staff.
21. Using appropriate PPE for all tasks and situations

	22. To promote the Town Council and its work to residents, businesses and visitors.
23. To maintain and administer clear and accessible files of information related to the post
24. To work closely with other Officers to coordinate activities related to operational delivery.
25. To carry out all reasonable duties within the competence of the post holder and at the direction of the Events & Business Manager
26. Carry out all administrative and other duties associated with the post and its functions
27. To ensure health and safety compliance and high standards are maintained at all times
28. To ensure compliance with the service responsibilities for information and DPA compliance
29. To prepare and maintain a personal development plan (or equivalent) through the regular appraisal process and to attend training courses or seminars on the work and the role as required.
30. Undertake relevant training when this is identified.
31. To work in any premises in the ownership or interest of the Town Council in Sandbach.
32. Undertake such other duties as may be reasonably required by the Council.








