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JOB DESCRIPTION 

Job Title:
Caretaker
Department/Location:
Early Interventions 
Manager:


Head of Early Interventions 
Salary Range:

NJC 5-6
	Overall purpose of the job:

The caretaker will be based within the Early Interventions team and will provide oversight and operational support to facilitate and maintain a high standard of care to our properties (Dibden Road and Hub). 

Performance Outcomes:
Report all required works to the maintenance team to ensure the smooth running of the project and compliance with Health and Safety guidance and legislation.  
Liaise with the Early Interventions team, including domestic support to ensure that voids are managed effectively and in a timely manner. 




Main Tasks & Activities:
To maintain a key inventory for all the properties and issue replacements as required and ensure that there is a sufficient stock
To maintain the gardens of the properties where applicable, keeping lawns and hedges in good condition and clear of debris

Carry out monthly building checks and monthly descaling of shower heads/ taps
To assist the support team to maintain a quick turnaround of rooms for re-letting by ensuring that the rooms are cleared and cleaned
To remove any rubbish that has been left behind in the properties and dispose as appropriate
To carry out fire alarm tests on a weekly basis, complete fire log and alert Maintenance Manager to any issues. 
Ensure that the ovens in the properties are cleaned on a cyclical basis to maintain a high safety standard
All hob extractor filters should be kept clear of dust and grease and cleaned and replaced as required to ensure safety
Work with manager to ensure compliance of scheduled/routine checks and cleaning 

Extractor van vents should be kept clear of dust and grease

Water temperature tests to be carried out monthly, and logged
Take and forward utility meter readings to Head of Property
Ensure that the vicinity of each property is maintained by monitoring and where applicable removing litter and other debris
Monitor the use of the bins, to ensure that they are being used appropriately
All vents are to be checked and reported to maintenance for replacements as required
Ensure that fire escape routes are always clear 
Liaise with Maintenance Manager to carry out small decorative repairs as required
Monitor, record and report all maintenance repairs to the team as required
Comply with Health and Safety legislation at all times and in accordance with St Martins policies and procedures.

Ensure that the equipment and machinery is used in accordance with manufacturer's recommendations and stored in a clean and safe manner.
Attend team / department meetings as required

SIGNED BY JOB HOLDER:



DATE:

SIGNED BY MANAGER:

                

DATE:

PERSON SPECIFICATION
The person specification sets out the qualifications, experience, skills and knowledge, personal attributes, interests and other attributes necessary for the post holder to perform the job to a satisfactory level 

	
	Essential

Without which the post holder could not be

appointed
	Desirable

Extra qualities that can be used to choose between candidates with all essential criteria

	Method of Assessment

	Experience
	Working as a caretaker or maintenance worker.
Experience of commercial or domestic cleaning


	Qualification in carpentry, plumbing,  electrics, painting and decorating or equivalent 

	Application

form,

interview,

references.

	Skills & Ability
	Perform work assignments efficiently and safely in accordance with instructions
Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.
Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks whilst being mindful of the vulnerability of many of the people we support at St Martins.
Quickly learn and put to use new skills and knowledge brought about by rapidly changing information and/or technology.
Be able to practically demonstrate that you are: Caring, Kind, Empathic and Patient
Ability to work on your own

	
	Application

form,

interview,

references.

	Knowledge
	Occupational hazards involved in building maintenance.
Knowledge of health and safety in the work place

Awareness of good professional

boundaries, particularly in relation to working with vulnerable adults
	
	Application

form,

interview,

references.

	Other
	Willing to undertake any appropriate training as required (core and specialist training
Be honest and trustworthy

Have a cheerful and out-going personality.
Full clean driving licence

	
	Application

form,

interview,

references.
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