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	Job Title:
	Caretaker

	Salary:
	£18,525 per annum

	Hours of Work:
	37.5 hours per week

	Contract Type:
	Full Time Permanent


About the Gateway
As a community facility, the GATEWAY is an independent charity providing a central focus for 25+ local voluntary and statutory organisations and services to come and work together to help people in the local community.  It provides a focal point for the voluntary sector, providing access to advice, support, information, and opportunities for lifelong learning.

We are committed to ensuring expert, consistent, and sustainable services are provided and promoting partnerships working; networking and sharing of knowledge and skills. A community Café, meeting and training rooms, a conference centre and exhibition space are available for groups or individuals to use.

Job Summary

The Caretaker will ensure that the Centre operates effectively and will provide the necessary support in accordance with their responsibilities and instructions.

To assist in the effective day to day running of the Gateway; ensuring that all communal areas remain in a high standard of cleanliness and repair.  
Key holding duties including ensuring buildings are opened and close safely & on time for business use.  To provide a comprehensive and efficient caretaking service within the centre.  Undertake building checks to ensure a safe working environment.

To lay out and set up meeting and conference rooms according to client requirements.
The working hours will be Monday to Friday between 06:00 – 18:30 on a rotating/split shift pattern to be confirmed by the Centre Manager and occasional Saturdays.
Job Description – Key Tasks

1. To promote a caring, helpful, and unbiased attitude towards all tenant organisations and members of the general public.

2. To be responsible for the secure unlocking and locking of the building at the start and end of each day, ensuring all lights are switched on/off, windows closed and alarms are set as required.
3. To be responsible for general security duties including being observant and aware of potential anti-social behaviour

4. Undertake various building checks and report findings or faults to the Landlord using set procedures.

5. Carry out minor repairs and maintenance to fixtures and fittings.

6. To provide general pro-active support to tenant organisations and visitors, including but not limited to general portering duties. 

7. To work collaboratively with the landlord, and appointed contractors, cleaners etc.

8. Be aware of the location of all gas and electricity meters and read as required.

9. To keep all caretaking equipment cleaned and maintained in safe working condition.

10. To be responsible for the sweeping, cleaning and removal of all debris from all entrances including the courtyard.
11. To carry out cleaning duties in all communal areas, including the main hall, reception, tea points and corridors, responding to emergency requests as and when required.
12. Ensuring that external rubbish is disposed of and stored appropriately in a safe, hygienic manner and that it is available for collection as required.

13. Ensuring the cleaning of toilets and toilet areas is done and the replenishment of toiletries is carried out.

14. Monitoring cleanliness and safety of the premises and reporting unacceptable standards using set procedures.

15. Preparing rooms for meetings, conferences and events, including the lay out, audio visual equipment and stationery as required, liaising with the Gateway reception booking team.
16. To ensure that equipment is kept in a safe working condition, replacing batteries, light bulbs and fuses where necessary.

17. Ensuring the general safety of all communal areas, for example, free from obstructions, meeting room furniture correctly assembled, and breakages or spillages cleared immediately.

18. To receive and check goods and supplies and take them to the appropriate space for storage or delivery.

19. Test fire alarm weekly, emergency lighting monthly and maintain the test register.

20. Responding to and resetting of the centre alarm.

21. To assist in the event of emergency, evacuating staff and visitors from communal areas and meeting rooms, notifying emergency services.

22. To be responsible for ordering cleaning equipment.

23. To ensure that all caretaking equipment is kept in a clean condition and any defects are notified to the Centre Manager

24. To ensure safe and adequate storage of cleaning and other equipment.

25. Local supervision of volunteers assigning and monitoring tasks.

26. Supporting the organisation by inducting new colleagues on procedures.

27. Provide a flexible approach to work and a commitment to change shifts to ensure the centre is opened and closed as required.

28. To work occasional out of hours, including evenings and weekends by prior arrangement to meet the needs and to facilitate the smooth running of the Gateway. 


General Responsibilities
· To work co-operatively with all members of staff and the Gateway volunteers.

· To be efficient and approachable

· To take part in team meetings and any relevant training

· To undertake such additional duties are reasonably commensurate with this post which would facilitate the smooth running of the Gateway.

· Work at all times to promote equality, diversity and individual rights.

· To be able to work flexibly and when required provide cover for colleagues.

Confidentiality
· Working within the Gateway, you may gain knowledge of confidential matters.  Such information must be considered strictly confidential and must not be discussed or disclosed.  Failure to observe this confidentiality could lead to disciplinary action being taken against you.

Health & Safety

· In accordance with the Health & Safety at Work Act 1974 and other supplementary legislation, you are required to take reasonable care to avoid injury during the course of work and cop-operate with the Gateway in meeting statutory requirements.

· To use in a proper safe manner, the equipment and facilities provided.

· To be aware of the Gateway’s Risk Register, helping identify, update and manage any potential risks related to the daily working practises of this role.
Other Information

· The job holder may be asked to work outside normal opening hours to open and lock up the building after evening meetings or contractor’s weekend working.
· To respond, if necessary, in emergency situations during and after normal working hours in accordance with the wishes of the Centre Manager.
· There may be restrictions on periods when leave can be taken, dependant on cover being available for the role.

Review Arrangements
· The details contained in the Job Description reflect the content of the job at the date it was prepared.  However, it is inevitable that over time, the nature of the job may change.  Existing duties may no longer be required, and other duties may be gained without changing the general nature of the post or the level of responsibility entailed.  Consequently, the Gateway will expect to revise this Job Description from time to time and will consult with the postholder at the appropriate time.
· This job description is intended to clarify the main duties and responsibilities of the post, but it is not intended to be an exhaustive list of all the tasks undertaken by the post.  The job holder will be expected to carry out such professional tasks as are commensurate with the duties and responsibilities of the post.
Person Specification

	
	Essential
	Desirable
	When Tested

	Qualifications
	· Good standard of education including literacy and numeracy
	
	Application/Interview

	Skills/Abilities
	· Good communication skills – pleasant & efficient manner in dealing with customers.

· Capable of lifting and carrying heavy items

· DIY Skills – to be able to carry out minor repairs

· Cleaning

· Able to work under own initiative and as part of a team

· Able to stay calm in an emergency, responding quickly and efficiently to any situation which may arise.

· Enthusiasm/ability to learn new skills quickly

· Basic IT skills

· Experience of dealing with the general public
	· Knowledge of Health and Safety Legislation, i.e., DDA, COSHH.

· Qualified First Aid at Work

· Previous Caretaking or Handyperson experience

· Use of cleaning equipment
	Application/Interview 

	Other qualities
	· Smart appearance

· Ability to create a positive image

· Reliable with a good attendance record

· Flexible and enthusiastic approach

· Understanding and commitment to valuing a diverse range of people.

· Ability to create a positive image
	Ability to take responsibility beyond the scope of the job description.
	Application/Interview


Additional information
	Employer:
	The post holder shall be employed by the Gateway, a registered charity no: 1079865

The Gateway is an Equal Opportunities Employer

	Location of Work:
	The post will be based at the Gateway, 89 Sankey Street, Warrington, WA1 1SR

	Responsible To:
	The Gateway Centre Manager

	Probation:
	This post carries a 6 month probationary period.

	Offer of Employment
	An offer of employment will be made subject to two satisfactory references.

	Pension Contribution
	The Gateway provides an auto enrolment scheme through Smart Pension

	Holidays
	20 days per year, increasing with service to a maximum of 25 days, and 8 public holidays.
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