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JOB DESCRIPTION

Job Title:


Caretaker / Handyperson  (mobile C4C Schemes)
Responsible to:
Facilities Manager 
Overall purpose of the job: 
· Responsible for carrying out a range of general maintenance and caretaking tasks and will report to and support the Facilities Manager in the delivery of planned, reactive and ad hoc maintenance tasks
No job description can cover every issue that might arise and the post holder is expected to carry out other duties from time to time, broadly consistent with those listed below.

Key responsibilities: (Caretaking):
· Weekly & monthly planned maintenance tasks as scheduled (fire alarm tests, water temperature recording, emergency lighting tests, etc)
· Monthly utilities meter readings
· First line response to reactive repairs
· Re lamping of defective luminaries
· Minor building fabric repairs
· Minor decorating tasks
· Minor plumbing repairs
· General janitorial duties as requested
· Ad hoc porterage duties (Moves & changes, furniture management & moves, etc)
· Maintain accurate documentation
· Provide excellent customer service to building occupants, ensuring they are made aware of work order progress in a timely manner
· Proactively walk the floors, reporting any maintenance or H&S issues to the helpdesk and appropriate manager

· Being on ‘out of hours’ call out on a rota basis

· Clear snow and grit paths during bad weather periods

Health and Safety:
· Ensure the Association’s Health and Safety procedures regarding Safety at Work are consistently implemented and followed

· Carry out Fire Drills and complete fire book logs.

· Contribute to Risk Assessment activities and implement appropriate actions

Other:

· Undertake other duties as required by the Facilities Manager

· Monitor and liaise with Sub-Contractors ensuring good Health and Safety Practices are being carried out and quality of work is of high standard
Person specification:

Essential Qualifications and Experience:

· Experience of building maintenance, handyperson or caretaking duties
· Good understanding of health and safety requirements within a building environment
· Have a proactive approach to maintenance and building management 

· Keyboard skills and basic computer literacy
· Supportive of a charitable caring organisation’s aims and values
· Driving License and vehicle owner
Desirable:

· Building trade qualification
· Facilities Management Qualification
Competencies:
· The Caretaker is expected to demonstrate a high level of proficiency in these areas:

· A team player but able to work under own initiative and able to escalate matter out of own limitations
· Good communication skills
· A desire to develop and undertake training as and when required.
· Customer focused
· Presentable and approachable, with a can – do attitude
· Is open minded, flexible and responds positively to change; focuses on improvements

· Manages time, resources and priorities effectively and flexibly
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