









JOB DESCRIPTION


POST:   			 			Domestic / Assistant Caretaker 

LOCATION:					Clooney Hall

SALARY: 	£11.44 per hour

HOURS:						14 Hours Per Week 

RESPONSIBLE TO:				The Caretaker  


Responsible for:  	Reporting directly the Caretaker the Assistant Caretaker will be responsible for performing cleaning duties throughout Clooney Hall, helping to promote a high level of cleanliness and hygiene.  The role will also involve cooking and cleaning within the Kitchen.
	
Duties:

1. Carry out cleaning duties in the NWMM Clooney Hall as designated by Caretaker ensuring high standards.

2. Be responsible for the cleanliness of the cleaning stores and equipment.
3. Be alert to any possible danger either from defects in premises or equipment and to bring these to the notice of the Caretaker or in his/her absence the Director.   In the event of any immediate danger, to take appropriate action to reduce the risk of physical injury to either visitors or staff.
4. Attend, when required, staff meetings and any training in relation to this post.
5. Ensure the economic and safe use of resources and equipment.
6. Assist in other areas of Clooney Hall.
7. Ensure strict regard for the confidentiality of any information which may be passed on.
8. Bring to the attention of the Caretaker any untoward incident affecting the staff or visitors.
9. Be responsible Keyholder and respond to alarm call out.
10. Carry out any other duties which may be appropriately delegated by management, and which fall within the sphere of the post.

Kitchen:
11.  Assist with preparation and/or cooking as required.
12. Assist with the transporting and serving of meals.
13.  Ensure a high standard of cleanliness in the kitchen and serving areas.
14.  Comply with all Health and Safety requirements and COSHH regulations.
15.  Report the non-operation of equipment.
16. Inform your Line Manager on equipment needs.
17. Carry out any other duties which may be appropriately delegated by your Line Manager and which fall within the sphere of the post.
General: 
1. Undertake relevant training and attend staff meetings as required.
2. Ensure Clooney Centre is secured at the end of each day and that alarms are activated, and any breeches of security are reported to the Caretaker.

3. Assist the Caretaker by ensuring that all bookings received are diligently recorded on the weekly booking sheets. 

4. In the absence of the Caretaker ensure that weekly testing of the Fire Alarms is conducted every Monday at 10am except for Bank Holidays. 

5. Ensure the Caretaker is kept informed of any repairs that may be necessary in Clooney Hall. 

6. Ensure the needs of service users/visitors are met and deal with any complaints they may have in a timely manner and seek to resolve them as soon as possible. 

7. Have due regard for Health, Safety and Fire Standards in the Clooney Hall and to be familiar with all relevant Health and Safety policies and procedures.

8. Ensure that Health & Safety requirements are met on the training rooms set for bookings and users are familiar with the Fire Safety requirements. 
9. Carry out other tasks as directed by the Caretaker.



This job description is intended to give an indication of the main duties involved but is not meant to be an exhaustive list.

PERSON SPECIFICATION
Essential
Basic Food Hygiene Certificate.
Hold a current Driving Licence. 
Have an awareness of the needs of vulnerable adults.
Flexible approach to hours of work.
Ability to work without close supervision and as part of a team.
Desirable
Demonstrate sensitivity to the needs of people who are homeless.
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