SELBY TOWN COUNCIL
JOB DESCRIPTION

JOB TITLE:

CARETAKER / CLEANER

REPORTS TO:

RESOURCE MANAGER

SALARY:

The Town Council are members of the Living Wage Foundation
and pay the relevant Hourly Rate. The Scale point is SC8 to
SC11 for reference only which includes two additional spine
points in recognition of unsocial hours working.

HOURS OF WORK:

16 hours per week on a shift/rota system between 7.00 am and
10.30 pm and occasional overtime (including some weekend
working) to cover bookings, Town Council events, holidays and
sickness

1.

JOB PURPOSE
To undertake individually, and as part of a team, the care and cleaning of the Town
Hall and Community Centre, and surrounding grounds, to ensure they are kept in a
clean, tidy and hygienic condition suitable for use by hirers.

2.

PRINCIPAL RESONSIBILITIES
Undertake the day to day care of the Town Hall and Community Centre, under the
direction of the Resource Manager.
Be the responsible person on duty during hiring of the buildings. This will include
evening work as part of a rota system.
Ensure the security of the properties and car parks, including the operation of fire and
intruder alarms.
To direct enquiries from the public and hirers both in person and on the telephone to
the town hall office.
Opening and closing of the buildings as required by hirers.
Clean rooms and polish floors including stairs, corridors and toilets, occasionally
within tight deadlines.

Prepare rooms for functions and meetings including lifting and carrying tables and
chairs into position in accordance with the room booking form.
Report any matters in need of attention to the Resource Manager.
Keep car parks and paths clear of rubbish, including regular litter picking.
Keep the community centre play areas free from all debris, including regular checks
and litter picking.
Dispose of waste from buildings to the large waste containers at each building.
To ensure the gates/doors are unlocked for the waste contractor to collect the
containers on the appropriate date.
Duties will include the use of powered equipment and the movement of furniture.
All such duties as may be reasonably expected by the Town Council.
PERSON SPECIFICATION
Essential
1. Well organised, practical person.
2. Ability and willingness to work flexibly both individually and as part of a team on a rota
system covering two premises.
3. Understanding of limits of own knowledge and responsibility, together with willingness
and ability to learn.
4. Fit and able to undertake lifting and carrying without injury to themselves.

Desirable
5. Previous experience of caretaking and cleaning.
6. In possession of a full UK driving licence.

