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	Post Title
	Mobile Caretaker

	Post Number:
	.000531/534/538

	Business Unit
	Building Safety & Housing Property Services 

	Business Unit team
	Caretaking 

	Accountable To (Line Manager):
	Caretaking Supervisor

	Responsible For (Direct Reports Post Title):
	N/A



Job purpose
To provide an excellent high quality caretaking service with high levels of satisfaction from service users.

Organisational position


Key tasks, duties, responsibilities and accountabilities of the post 
Responsibilities will include a range of activities, including, but not limited to the following:

· Carry out responsive and programmed inspections/actions in communal areas and attend to safety, welfare and amenity issues and recording, reporting and removing risk as appropriate.

· Cleaning and disposal of hazardous waste

· To understand and comply with Risk Assessments and Method Statements provided by the council.

· Use ladders and access equipment.

· Recording, reporting and removal of fly tipping.

· Apply salt to footpaths, ramps etc. in relevant locations and ensure that the entrances, communal areas and designated paths are free of snow and ice.

· Using mobile phones and/or IT to receive and transmit accurate information.

· Provide appropriate assistance to ensure the personal safety of residents in Council property, eg: during floods, after fires, working with the Police, Emergency Services and other agencies as required.

· Ensure access arrangements are made at all premises to facilitate task completion.

· Advise and report suspected breaches of tenancy, abandonment, nuisances, anti-social behaviour issues and other dangerous/illegal occurrences, effectively recording all actions.

· Ensure at all times the safe use, security and maintenance of equipment and chemicals issued.

· To provide feedback to management on the introduction and use of new procedures or working methods/practices after training.

· Provide support in relation to investigation and processing of enquiries and official complaints as required.

· Attend team meetings and departmental briefings across the Council and to attend relevant training courses when required.

· Take a role in maintaining and increasing customer satisfaction by ensuring the works delivered meet/exceed service standards.

· Maximise efficiency to ensure unproductive time is minimised.

· Ensure that project files and records are maintained in accordance with SBC processes and procedures.

· Ensure that all required documents are provided in accordance with the set timescales.

· The post holder must be flexible, approachable and work well with tenants, contractors, suppliers and colleagues

· Observe and comply with the Councils Health and Safety Policies and Procedures.

· Support with leasehold and insurance enquiries relating to repairs and maintenance.

· To ensure proper and accurate times are recorded of all block visits on mobile IT systems/ Manual worksheets including any other relevant records for the purpose of calculating and evidencing of service charges.





The role’s key contacts and level of relationships with individuals, groups of people, agencies and external organisations
The role requires proactive thinking on a daily basis. It also involves working with a wide range of stakeholders throughout the Council and with external contactors and organisations Team working is essential for delivery of the service and the post holder will be expected to fully contribute to this way of working.

Governance, Corporate and other responsibilities
· Undertake any additional responsibilities as directed by the line manager commensurate with the level and grading for the role
· Adhere and ensure compliance to the Council’s policies, rules and procedures including, Health and Safety, Equality & Diversity, information management including Data Protection, HR, all other legislative responsibilities, governance, financial and procedural rules.  
· Ensure compliance to the organisation’s Code of Conduct in the delivery and provision of services to staff and the community.
· Be prepared to undertake additional duties not included above that are appropriate to the job grade and qualifications, skill and experience as contained within the Person Specification, recognising that this Job Description will be kept under review and may be amended at the Council’s discretion to ensure organisational needs are met.

· All roles within Repairs & Maintenance are subject to redeployment as required by the organisation
Behaviours and competencies



· Stevenage Borough Council (SBC) is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff, volunteers and recruitment candidates to share this commitment. SBC shall take all reasonable steps to employ staff who are safe to work with children, young people and vulnerable adults. For posts identified with regular contact with these groups applicants will be required to undertake a Value Based Interview. The council supports the legislative requirements for employing and maintaining safer staff and the guidance specified by Hertfordshire Safeguarding Adults Board.
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Person Specification
													      	

	
Mobile Caretaker
	Required Skills and Competencies
	Essential / 
Desirable
	How to be Assessed
Application (A)
Test (T)
Interview (I)

	Knowledge, Skills and Abilities

	Experience of working with tenants/residents on site to achieve agreed works completion within agreed timeframes
	Essential
	Application / Interview

	
	Knowledge of health and safety and safe systems of working
	Essential
	Application / Interview

	
	Awareness of tenancy conditions and procedures relating to duties of the post
	Desirable
	Interview

	
	Ensure the safe use, security and maintenance of all equipment used, as part of health and safety practices
	Essential
	Interview

	
	Work effectively as a member of the Caretaking Team, covering when staff are absent and working on a weekend rota basis to ensure adequate cover

	Essential
	Interview

	
	Ability to analyse and resolve site based problems
	Essential
	Interview

	
	Competent verbal and written communication skills
	Essential
	Application / Interview

	
	Competent IT skills (mobile working devices)
	Essential
	Application 

	Experience

	Experience in a similar role
	Desirable
	Application / Interview

	Any Other Attributes required for the role not mentioned above  

	Willingness to cover window cleaning post as required
	Desirable
	Application

	
	Full manual driving licence
	Essential 
	Application 



Caretaking  Supervisor 
    x  2 


Mobile Caretaker
(This Post)


Mobile Window Cleaner / Caretaker


image1.png
e

SteyYenage

BOROUGH COUNCIL




