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Registered Charity No. 1197873

The Henfield Hall is a Charitable Trust whose purpose is to provide a flexible venue for the benefit of our local community.  It is important that it is well used and therefore kept clean and well maintained and in a safe condition for the wide range of users.
Caretaker Job Description

Responsible to:  The Administrator or Chair of Trustees as applicable.

The Trustees of the Henfield Hall are looking to appoint a friendly energetic and reliable person with a range of practical skills for the role of Caretaker.
They must be able to work responsibly and flexibly consistent with the day-to-day use of the Henfield Hall.

The Caretaker will be required to carry out minor running repairs and straightforward maintenance tasks and work closely with the Trustees and the Administrator.
Security of the premises is important; the caretaker will be responsible for opening closing and securing the building as necessary.
General Duties

Open and close the premises at times appropriate to the booking schedule, normally every morning and evening, and secure the premises at times when not in use.

Set up and pack down each room according to the booking diary, including but not limited to the setting out of chairs and tables.

Make sure that the heaters are operating to provide timely and adequate heating for the hirers, whilst conserving energy where appropriate. Ensure all lights are working effectively, including changing light bulbs.  This will mean being able to work at height within the scope of Hall’s “Safe working at Height” policy.

Ensure that new hall hirers are welcomed on arrival, maintaining a professional approach to the public, and working co-operatively to meet the needs of the user groups where possible and appropriate. Ensure hirers understand their responsibilities, to which they have agreed under the terms and conditions of hire, in particular fire evacuation procedures.

To report to the administrator and attend Trustees meetings as required.

To be aware of and comply with all Hall policy and procedures.

Premises Safety

Be the first point of contact in an emergency responding to and reacting to Hall alarms, liaising with emergency services and the alarm company as necessary.  You may occasionally be called out at any hour to deal with security issues, make emergency repairs or to allow access for an emergency contractor working at the Hall.

Understand and implement fire safety regulations, health and safety regulations relating to emergency procedures and rules for evacuation of the building.
Up to date relevant training and certification in these areas are required.
Ensure that clear passage is maintained for all fire escape routes. Test fire alarms weekly and maintain a test register. Test emergency lighting on a monthly basis.

Comply with all requirements of the Health and Safety Policy and be responsible for the maintenance and restocking of the first aid kit. Ensure that the incident logbook is available and is completed after all incidents in the Hall.

General Maintenance and Cleaning

Carry out maintenance checks as laid down in the Planned Building Maintenance Check List, and at the request of the Trustees.

Carry out cleaning as set out in the Cleaning Schedule document. Carry out daily cleaning and upkeep of the building including but not limited to vacuuming, cleaning kitchens and toilets, mopping floors.  

Read gas, electric and water meters as required, at least monthly. Report readings to the administrator.

Ensure the plant room and all storage rooms and cupboards are clean and tidy and free from flammable debris.

Report any defects of building, furniture and equipment to the Administrator.

Carry out minor repairs to fixtures and fittings in case of accidental damage or wear and tear as required. Provide on-site liaison for contractors employed by theTrustees, ensuring they are operating in compliance with their agreed contract, including safety requirements. Report any concerns to the administrator.

External Maintenance

Ensure the external façade and immediate vicinity of the buildings are kept clean and tidy.  Keep all hard surfaces and pathways clear of obstructions and clear up litter.  Put out bins in preparation for pick-up.  Ensure rubbish is stored appropriately.

Ensure external lights are clean and in working order.



Make safe from any hazards and ensure that dangerous areas are cordoned off. Keep paths and entrances free of ice and snow to ensure the safety of all Hall users.

Person and Skills Description

	
	Essential
	Desirable

	Qualifications
	The Caretaker will be educated to a standard to be able to communicate effectively, both verbally and in writing. 
Ability to use emails to communicate effectively.
	Mathematics and English studied to GCSE or equivalent level.
. 

	Experience
	Previous experience of
-Cleaning work
-Building Maintenance
-DIY 
	Working with a charity
Working in a similar public facing role.

	Knowledge and Understanding
	The principles of site management and the importance of health and safety, including manual handling.
Recognise risk and mitigate it where possible.
Recognise and report defects and malfunctions in Hall systems.
	Health and Safety knowledge or qualifications.
Understanding of issues relating to public access premises: security, health and safety, building construction, COSHH and licensing requirements.

	Skills
	DIY skills
Be able to deal with emergencies and problems in a positive and systematic manner.
Have the ability to manage a maintenance budget.
Be proactive and work on own initiative, but understand need to report to administrator.
Prioritize, plan, schedule and meet deadlines.
Be prepared to undertake necessary training.
	Ability to use basic power tools and similar equipment.
Gardening knowledge and skills.

	Personal qualities and attitudes
	Enthusiasm 
Good timekeeping
Reliable and trustworthy
Able to use initiative
Good social skills
Ability to work flexibly
	Able to develop efficient and cost-effective ways of working
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The Henfield Hall

THE HOME OF OUR COMMUNITY




