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St Mark’s Parish Church, Reigate
Job Description for Caretaker with Cleaning Responsibilities

Post Title: 


Caretaker with Cleaning Responsibilities

Employer/Location: 
St Mark’s Church, Reigate
Salary: 


£7500.00 per annum (paid monthly)
Hours: 


15 hours per week (includes morning and evening work
including Saturdays)
Leave: 


28 days per year (pro rata) including statutory holidays 
Responsible to: 

Vicar and Parochial Church Council
Main Purpose of the Job 

· To carry out caretaking and cleaning duties within and around the Church Centre. 

· To be responsible, when on duty, for the opening and unlocking in the morning, and for the closing and locking-up at night of the Church Centre buildings.  To supervise the day to day use of the Church and its halls, ensure that it is kept clean and tidy at all times, prepare the halls for organisations and be responsible for the security of the premises and its contents. 

· To help and assist with setting up and removal of all contents and furniture as necessary for concerts, events and services, and for their restoration afterwards.  
Ministry of Welcome 
· Provide a welcome to visitors as and when required, making sure that all visitors are received in a friendly, tactful and helpful manner.  
· When it is necessary to be firm, this should be without giving offence. 

Health & Safety 
· Ensure that all areas of the Church Centre which are accessible to staff, visitors and contractors are maintained in a safe manner and that any hazards or defects are reported to the Vicar or the Parish Administrator.

· To have knowledge of the positions of all fire fighting equipment and their safe and appropriate use in an emergency 

· To have knowledge of emergency procedures including building evacuation and contact routines. 

Working Arrangements 

The nature of this job requires flexible working arrangements in accordance with the day to day use of the Church/Halls including working outside of normal hours.  The Caretaker must also be prepared to be contacted at home in the event of an emergency and to be called upon to attend the Church Centre if necessary.
The successful applicant will have a demonstrated knowledge and experience of building cleaning and be a team player able to work with minimal supervision.  The work involves manual handling and medium exertion. 

A Job share and other flexible working arrangements may be considered.
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Full Job Description: 

Caretaker with Cleaning Responsibilities


The position: 

We are seeking a Part-time Caretaker to support the work of our congregation and to perform a wide range of duties related to the cleaning and maintenance of the Church Centre property.  Through keeping the Church Centre clean, safe and functional, the Caretaker provides an essential service in support of our ministry of being good stewards of our building. 

Basic Qualifications 

· demonstrated knowledge of cleaning procedures/processes, products and equipment 
· demonstrated knowledge of building maintenance procedures 
 

Essential skills and abilities 
· ability to plan and implement a cleaning program 
· ability to operate building, heating and mechanical systems 
· ability to carry out substantial Manual Handling work 

· ability to work with minimal supervision 

Desirable qualifications:
 

· facility caretaking experience 

· experience of operating gas boiler heating systems
Supervision 
The caretaker will perform under the supervision of the Vicar, but will receive a weekly schedule and instructions from the Hall Booking Secretary.
Hours of work 

15 hours a week, Monday to Saturday at variable times according to needs.
On occasions further hours may be required and either paid at an hourly rate or time in lieu given.
Expectations 
· be proactive in the care and maintenance of the whole property inside and outside
· behave in a manner appropriate to a community institution that provides services to all kinds of people including children 

· be willing to engage in and participate in training related to the caretaker role 
· practice safe work habits at all times 
· be pro-active in the area of energy conservation and economical management of resources

 

.
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Church Caretaker Person Specification
Essential 

· A broad sympathy for the life and mission of the Christian Church. 

· A good team player with the ability to relate equally well to paid and voluntary staff 

· Enthusiastic, energetic and practical 

· Able to work under minimum supervision

· Able to reach all areas of the Church and associated buildings without assistance, carry heavy loads and do such physical work as is required 

· Flexible and willing to work overtime and/or change of hours to facilitate special events

· To have sufficient basic literacy and numeracy skills so as to communicate well and follow instruction in English both written and verbal
· To be computer literate and use on-line calendars and booking systems and email

· Physically capable of carrying out all the range of task associated with this post
· Be able to attend the Church Centre at night or in an emergency
Desirable     
· Previous experience of caretaking duties, roles and responsibilities.
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Summary of Terms and Conditions for Appointment as Church Centre Caretaker
This post is open to candidates who are in sympathy with the aims and objectives of the Christian Church and the Church of England in particular.  The Church of England encourages equal opportunities.

The person appointed will be employed by St Mark’s Parochial Church Council
1
Post:
 
Church Centre Caretaker with Cleaning Responsibilities 

2
Salary: 
£7500.00 per annum (paid monthly)
3 
Hours: 
15 hours per week. 

4 
Holidays: 
28 days pro rata including bank holidays 

The above appointment is made subject to the following terms and conditions: 

1 
The receipt of two satisfactory references. 

2 
Confirmation of your authorisation to work in the UK as required by the Immigration Asylum and Nationality Act 2006.  Please provide your passport to confirm that you are a British citizen or have the right to work in the UK. 

3 
A Satisfactory Enhanced Disclosure from the Criminal Records Bureau (CRB). 

4 
Satisfactory completion of an initial probationary period of up to six months’ duration. 

5 
Notice period:  During the probationary period, the notice period is one week either side. After that, the Parochial Church Council will give one week’s notice for each full year of service up to a maximum of 12 weeks notice for 12 or more years’ service.  The person appointed will be required to give one months’ notice. 
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	APPLICATION FORM FOR CHURCH CENTRE CARETAKER (part-time)
It is important that you type or write legibly using black ink 
when completing the form as it will be photocopied.
You may supply additional material if relevant but unfortunately it is not sufficient 
to only send a copy of your Curriculum Vitae. 
Applications should be returned to the address below by Friday xx xxxxxxx 2016.
Applications received after this date will not be considered.
Please return to:
The Reverend Martin Colton
St Mark’s Vicarage
8 Alma Road

Reigate  RH2 0DA
Email: vicar@stmarksreigate.co.uk


	PERSONAL DETAILS



	Surname: 


	Title (Mr/Mrs/Miss/Ms/etc): 

	Forename(s): 


	Home Address (including postcode): 



	

	                                                                                      Postcode:

	Home Tel no: 


	Mobile no: 

	E-mail (home):


	Period of notice in present post: 

(if applicable)
	Date of Birth:

	National Insurance no: 

	Work Permit Needed:            Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 


	Is there anything concerning your medical history or state of health that is relevant to your application?

(if yes, please give details)


	


	CURRENT AND PREVIOUS APPOINTMENTS (please start with most recent)

	Employer's name, address and type of business
	Position held (briefly describe duties)
	From (mth/yr)
	To (mth/yr)
	Reason for leaving

	
	
	
	
	

	Please list any training that you have received or courses which did or did not lead to a qualification but you feel are relevant to the advertised post.



	Please state below why you are interested in applying for the post and indicate how your skills, past achievements, qualifications, experience and personal qualities make you suited for this job. 



	

	

	Please provide the names of two people who are prepared to give a reference regarding your character/suitability for this post.  At least one should have knowledge of you in a working capacity.

1.  Full name: ……………………………………………………………………………………………………………………

    Job Title: ………………………………………………………………………………………………………………………

    Address: ……………………………………………………………………………………………………………………….

                  ………………………………………………………………………………………………………………………..

   Telephone No: ……………………………………………………   Email: …………………………………………………….
   Relationship (previous manager, friend etc): ……………………………………………………………………………..

   May we obtain this reference now?  Yes/No

2.  Full name: ……………………………………………………………………………………………………………………

    Job Title: ………………………………………………………………………………………………………………………

    Address: ……………………………………………………………………………………………………………………….

                  ………………………………………………………………………………………………………………………..

   Telephone No: ……………………………………………………   Email: …………………………………………………….
   Relationship (previous manager, friend etc): ……………………………………………………………………………..

   May we obtain this reference now?  Yes/No



	Do you have any criminal convictions?      :  Yes  FORMCHECKBOX 
    No  FORMCHECKBOX 

(if yes, please give details on a separate sheet, this should include any spent convictions under Section 4(2) of the Rehabilitation of Offenders Act 1974)



	DATA PROTECTION STATEMENT

Access to this information will be restricted to a limited number of authorised Church Committee members. 

I give my consent to this information being processed and stored (by means of a computer database or otherwise) as described above, for the duration of my contract of employment and to fulfil the statutory, or recommended, retention periods when I am no longer an employee at St Mark’s Church.
I confirm that all the information given on this form is complete and correct.
Signed: ...........................................................................................      Date: ............................................................

Please note that failure to disclose relevant details or a deliberate attempt to falsify information may lead to dismissal.


