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Caretaker
	Main Purpose of the Job

	The caretaker will be based within the Housing operations team and will provide oversight and operational support to facilitate and maintain a high standard of care to our community-based properties.



	Main Duties and Responsibilities


	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 Floating support team, including domestic team members to ensure that voids are managed effectively and in a timely manner.
· To ensure that sufficient supplies are in stock for domestic team members and the floating support team. 
· To work alongside maintenance team to ensure void rooms are at an acceptable standard to be let. 
· To ensure void times are kept to a minimum by carrying out minor decorative tasks. 
· Maintain accurate records and updating systems as required to support compliance and reporting.
· Conduct and record weekly/monthly statutory compliance checks as directed (e.g. emergency lighting, PAT testing etc).

	Main Duties
	· 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
· 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
· Extractor van vents should be kept clear of dust and grease
· Water temperature tests to be carried out monthly and logged to ensure compliance with Legionella prevention. 
· 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. Monitor bin collection days and meet the requirements for collection. 
· 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 Team 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
· To perform monthly vehicle checks and ensure the vehicle is safe to drive, replacing fluids as required. To ensure the efficient levels of water coolant, engine oil and window wiper fluid.  
· Maintain professional boundaries and a trauma-informed approach when engaging with those we support.
· Ensure safe lone-working practices and follow organisational safeguarding procedures, reporting concerns immediately in line with policy.

	Behaviours 
	Open – we are open in our communications, ways of thinking and committed to honest relationships with our supporters and stakeholders
Progressive – we are committed to continuous improvement in every aspect of our work at St Martins
Nurturing – we care about the work we do, the people who use our services, our fellow team members and the environment
Tenacious – We always go the extra mile, and we never give up
You will use professional curiosity in all areas to ensure that people using our service can be confident in our safeguarding capabilities.
St Martins promotes and endorses a flexible approach to our work and expects all team members to be flexible and open to new ways of working as appropriate to your role. As we learn, we share, we develop, we grow. 
Ability and willingness to be flexible and work some unsociable hours, including evenings, weekends and Bank Holidays
Work collaboratively and proactively across the Housing Operations team to ensure properties remain safe, secure and welcoming for the people we support.
Demonstrate confidence, adaptability and conscientiousness, have empathy with the people we support and the determination to make a difference.



	Dimensions

	Job Title: Caretaker
Department/Location: Homeless services 
Manager: Housing Operations manager 
Salary Range: NJC Scale 6-9
				





Person Specification
	Essential

	Desirable

	Working as a caretaker or maintenance worker.
	To have an understanding of task based risk assessments. 

	To hold a full clean driving licence. 
	

	Experience of commercial or domestic cleaning and an understanding of COSHH
	

	Perform work assignments efficiently and safely in accordance with instructions
	

	Willing to undertake any appropriate training as required (core and specialist training).
	

	Perform a wide variety of duties and responsibilities with accuracy and speed under the pressure of time-sensitive deadlines.

	

	Have good IT Skills.
	

	Demonstrate integrity, ingenuity and inventiveness in the performance of assigned tasks whilst being mindful of the multiple disadvantages faced by 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.
	

	Occupational hazards involved in building maintenance.
	

	Awareness of good professional boundaries, particularly in relation to working with people who have faced multiple disadvantages. 
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