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ESTATE CARETAKER (001233)

Reports to:			ESTATE SERVICES MANAGER

Responsible for - Directly:	0

Total staff managed:		0

Working environment:	COMMUNITY BASED

Working hours: 	full time 37 hours over a 5 day week 

Permanent 	


Purpose of role 
Key result areas:
Purpose of role: Key result areas: 
· Ensure the cleanliness; maintenance; safety and security of communal areas in council housing estates. 
· First point of contact with residents to ensure communication of all issues is acted upon in a prompt and efficient manner. Corporate responsibilities 

Corporate responsibilities:
· Understand the Corporate Plan priorities and values and contribute to the delivery of these in the provision of high quality services to customers 
· Actively promote equal opportunities and value diversity as both an employer and as a direct service provider, fostering a culture of fairness, equality and respect Operational responsibilities
Operational responsibilities
· Clean all internal/external communal areas using both manual and mechanical equipment provided and undertake gritting in accordance to the Neighbourhood Handbook to ensure clean estates are maintained for residents. 
· Check the basic safety and security of buildings and surroundings including fly tips; tree defects; repair faults; drainage and gully covers; lighting; overflows; walls etc on a regular basis, reporting defaults through the Love Clean Streets App. 
· Liaise with residents promoting the Love Clean Streets App and benefits of early reporting to resolve issues efficiently.
· Check and monitor that the expected standards are delivered by gardeners and other 
· contractors including window and communal bin cleaning contractors are satisfactory, reporting 
· performance issues through Love Clean Streets App.
· Maintain regular contact with Estate Services Officer regarding enviro crime incidents in the 
· area and provide information of perpetrators gained through resident contacts.
· Liaise with residents regarding education of disposing waste and stairwell safety.
· Act as first point of contact for residents and as a link with Tenancy Services Team, contractors 
· and outside agencies such as Police etc.
· Raise awareness with appropriate agencies (including calling out emergency services where 
· necessary) if resident welfare concerns identified.
· Maintain daily contact with patch Housing Officer regarding anti-social behavior incidents in the 
· area.
· Attend relevant consultation meetings regarding issues linked to patch.
· Progress chase outstanding issues reported until resolved and identify areas for improvement.
· Act as an ambassador for GYBC, promoting the organisation in a positive manner supporting the
· delivery of resident engagement, identifying; recruiting and working with Community Reps.
Note: Although a caretaker will be allocated a defined area, they may be assigned any other area on either a temporary or permanent basis, at the discretion of the Tenancy Services Manager. A caretaker may be required to undertake similar duties on an estate located close by, due to the leave of other caretakers or for other reasons.

The above may change subject to consultation with the post holder.
This job description sets out the duties and responsibilities of the job at the time when it was drawn up. Such duties and responsibilities may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot in themselves justify a reconsideration of the grading of the job.


Person Specification
1. Experience/ Knowledge 
Essential
1.1 Cleaning work using manual and mechanical cleaning equipment. 
1.2 Working in a public environment with person engagement. 
1.3 Using mobile device and computerised management systems including Outlook.
1.4 Awareness of safety and security aspects of the job
1.5 Ability to work without direct supervision to assess priorities and as a team player.
1.6 Ability to identify a range of issues; record accurate data and awareness of 
 	confidentiality requirements.

Desirable 
1.7 Social housing employment

2. Qualifications & Skills 
Essential 
2.1 Good standard of education, 3 GCSE’s grade ‘C’ or above, preferably in English and 	Mathematics. 
2.2 Willingness to undertake the ‘A Practical Insight into the Risk Management of Trees   
 	for Outdoor Learning and Site Management’ certificate, if not already held

Desirable 
2.3 Level 3 Certificate in Housing Practice (including Caretaking and Concierge Services 
  	module)
2.4 BTEC Level One Award in Antisocial Behaviour Awareness
	

3. Personal Qualities and Attributes 
3.1.	Tolerant, reliable and vigilant, caring and conscientious nature. Calm even under pressure and in difficult situations.
3.2	Commitment to giving a high level of service.
3.3	A flexible approach to duties.
3.4	Desire to provide an overall positive impact on the environment.
3.5	Good communication and organisational skills
3.6	Ability to deal with residents tactfully and helpfully.


4. Behaviours (do not change)
4.1 Effective and open communication
4.2 Work together
4.3 Taking Personal Responsibility
4.4 Putting Great Yarmouth first 
4.5 Respecting others
4.6 Embracing change

5. Personal Circumstances 
5.1. Basic DBS Check
5.2. Physically able to climb stairs and walk for long periods of time. 
5.3. Current driving license and vehicle available for business use (car mileage allowance paid). 
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