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TOTNES TOWN COUNCIL
Caretaker – Job Description
	POST TITLE:
	Caretaker

	HOURS 
	Zero Hours per week. Hours will vary and be dependent on Civic Hall bookings.

	SALARY:

LOCATION:
	£10.79 per hour 

Totnes Civic Hall

	RESPONSIBLE TO:
	Finance, HR & Lettings Manager


PURPOSE OF JOB

Totnes Civic Hall is a busy community venue operated by Totnes Town Council to provide the facilities for the people of Totnes and the surrounding areas. Open 7 days a week with varying hours and we require a caretaker who can help us deliver a successful venue. The Caretaker role is a key player in the venue’s team and requires a dynamic and personable individual who has a broad understanding of attention to detail, is a quick learner & able to undertake physical tasks. 

KEY RESPONSIBILITIES
The role includes; 

· Being a key holder and recognising the responsibilities that this entails such as out of hours opening and locking of the venue and the ability to be the emergency ‘on call’ contact for hirers.

· Setting up and taking down tables and chairs as per the diary’s requirements. 
· Checking the building after hirers.

· Checking regularly for H&S or repair issues.

· Undertake any additional cleaning required over and above the commercial cleaning routine.

· Demonstrating the use of equipment to hirers.

· Assisting hirers with any unplanned issues or requirements during their hire session.

· Be willing to undertake training that is appropriate to the role 
· Being aware of and working to COSHH 

· Work to a flexible and adaptable timetable. 

· Excellent time keeping 

· Knowledge of Health and Safety responsibilities

· Basic DIY and maintenance experience an advantage

· Additional duties as determined by the Finance, HR & Lettings Manager
