Thame Town Council

Job Description

Job Title:


Town Hall Caretaker/Cleaner
Job Holder:


Vacant
Reports To:


Operations Manager
Job Purpose:
To act as the Town Council Representative in regard to out of hours hirings plus cleaning required at the Town Hall
Main Duties

1.
To unlock the Town Hall and meet the hirer at the commencement of a hire.
2.
At the end of a hire meet the hirer to check that the building has been left in the same condition as it was at the beginning of the hire by inspecting all equipment, furniture and fittings for possible damage. If any damage is identified report it to the Operations Manager.
3.
To ensure that the heating and lights have been turned off, the dehumidifier is switched on, all windows are closed and doors are locked at the end of the hire.
4.      To ensure the building is secure and alarmed when leaving the Town Hall.
5.
An ability to undertake minor repairs useful, but not essential.

6. 
To provide additional cleaning services performed to a high standard and to provide cover for cleaning services when the regular cleaner is not available.
7.
To have a good understanding of COSHH and cleaning materials and knowledge of relevant H & S requirements.
8.
To ensure that the Lone Working Risk Assessment and Policy     

           are adhered to at all times

This job description will be supplemented by annual targets, which will be developed in conjunction with the post holder. This job description will be subject to regular review and the Clerk reserves the right to add to the duties listed, amend the character of the position or the level of responsibility. 

