Reading International Solidarity Centre 

Person Specification and Job Description for Caretaker/Cleaner

Reading International Solidarity Centre (RISC) is a Development Education Centre close to the heart of Reading’s town centre. It works with schools and community groups to raise the profile of global issues and promote action for sustainability, human rights and social justice. It is Reading’s number one community hub which includes the World (fair trade) Shop, Global Cafe, Exhibition Space, Edible Roof-garden, Meeting Rooms and Conference Facilities

It is important that you address each of the points in the Person Specification since we will use this to shortlist applicants for interview.

Person Specification

· The caretaker/cleaner is a very important member of the Caretaking team as they are often meeting and greeting our many room-users.  Therefore we need someone who is well presented with good communication skills who can ensure that a polite and professional manner is maintained at all times 

· 
This position would ideally suit someone who lives locally and who is contactable by phone 

·   This role involves working on your own (after training and induction) so it is important that you are happy to work alone

·   You need to be able to use your initiative, be reliable and take pride in their work

·   Due to the nature of the job there is some manual handling involved (training will be given)

·   Experience in caretaking and security would be an advantage, but not crucial 

·  £8.50 per hour flexible, hours to be agreed with your supervisor

Job Description

Caretaking duties include:

·  Setting up rooms as required for morning, evening and weekend events - this information will be given to you a week or more, in advance - however, due to last-minute bookings or cancellations this is subject to change, therefore a certain amount of flexibility is essential. There may be some late nights (after 10.00pm) locking-up duties and early morning opening up duties too. Ensuring building is securely locked

·  Tables and chairs are to be arranged as needed/requested by the room-user. Flip chart paper stands, other technical equipment may also be requested. Training will be given in this area

·   Refreshments to be put out 

·   Make sure all equipment is put away after use and rooms are left tidy 

·   Where possible, set up tables and chairs at end of night ready for next morning’s group 
·  Conduct light maintenance tasks without compromising Health and Safety legislation 

·  Attend caretaker meetings every two months (you will be paid to attend these)

·  Occasional extra hours available for holiday cover for other members of the team and for grounds and building maintenance for someone with relevant experience

·  You will report to and be supervised by RISC’s Centre Facilities Co-ordinator

Cleaning Duties:

Areas to be cleaned

·  Meeting rooms 

·  Communal foyer 

·  Mens, womens and accessible toilets (foyer and offices) 
·  Staff kitchens (2) 


·  Stairs and corridors 
·  Entrance areas
·  Alley and bin area
Tasks include: 
·  Sweeping, mopping, dusting (removing cobwebs) and vacuuming

·  Using floor machine (training given) 

·  Emptying bins/ sorting recycling 

·  Cleaning toilets, sinks, paintwork, mirrors and glass (windows) 


· Replenishing supplies in toilets; tissue paper; hand-washing liquid
