STATION HOUSE CARETAKER

Takeley Parish Council is tendering a contract for self employed caretaking services to manage Takeley Station House. The Station House is a community building leased by Takeley Parish Council. It provides office and meeting facilities for the Parish Council and local community groups. The concept is new, and the successful candidate will demonstrate a degree of flexibility that can adapt to the evolution of the new facility. The contract will be on a part-time basis.
What is the work like?

The Caretaker is responsible for the care and upkeep of building (initially internal ground floor only). Although a lot of time may be spent working alone the caretaker will come into contact with a variety of people including councillors, business representatives, members of the public, contractors working on the site and the police. The caretaker will supervise contractors that attend the building.

Maintenance

The Caretaker is responsible for making sure the building is in proper working order.
· Carrying out minor repairs such as changing light bulbs and painting.
· Turning heating and lighting on and off at appropriate times.
· Making sure the premises are clean and that rubbish is collected and taken away, and any graffiti is cleaned up.
· Maintaining the grounds and removing litter.

· If there is a major fault, the caretaker will call in specialist contractors, such as a plumber or electrician, and will also arrange for contractors to come on site when necessary.

Security

The Caretaker is responsible for who comes on to the site and the security of the building. 
· The caretaker is required to be the main key holder & to respond to alarm call outs.

· May have to report some incidents to the police.
· Unlock the building in the morning before people arrive and then lock up at the end of the day.
· The caretaker will also be in charge of letting people in who have hired rooms.
· Maintain a visitor’s diary.
Other duties will include:
· Arranging chairs and tables for meetings and clearing away afterwards 

·  Storing equipment and supplies safely

· Understanding fire safety regulations, Health and Safety regulations (including safe lifting & working at height), emergency procedures and the rules for evacuating a building

·  Replacement of consumables (Soap, toilet rolls, hand towels)

·  Replacement of lighting tubes/lamps

·  Portable appliance testing

·  Maintaining a variety of records and monitoring meter readings and fuel usage
Caretakers spend most of their time on their feet, bending and lifting and sometimes climbing ladders. For some jobs, protective clothing such as gloves, overalls and goggles are worn.

For further details contact the Clerk Jane Heskey via email at takeley.pc@ntlworld.com or write to: Takeley Parish Council, Station House, Sycamore Close, Takeley, Essex CM22 6QA

