HORNSEA TOWN COUNCIL
Job Description

Caretaker/Cleaner

(part-time)

Job Title:


Caretaker/Cleaner
Based at:


Hornsea Town Hall

Job purpose:

To attend functions/events etc to monitor 





premises, clean and tidy premises as 






directed/needed
Reporting To:

Town Clerk/Maintenance Manager
Key responsibilities:

Caretaking 
1. To attend the town hall building during and prior to events/functions etc to monitor premises as directed/required ensuring safety and security of users, grounds, contents and premises (includes weekends)
2. Locking and unlocking of premises as required
3. Setting and deactivating alarm system

4. Switching on/off all lights /sockets 

5. Ensure all lights and heating are working effectively and monitor

6. Check all toilets are clean at start of lettings – replace toilet rolls/kitchen rolls if/when necessary

7. Assist users as required

8. Clear/clean any spillages/breakages/left by users
9. Move/set up tables/chairs as required

10. Report any incidents/damage/faults/defects to supervisor as soon as possible

11. Request replacement consumables (toilet rolls/soap/cleaning materials etc)

12. Dispose of waste from building

Cleaning
1. Clean men’s toilets week days and weekends if necessary/required – replenish toilets rolls as required, apply disinfectant
2. Clean ladies toilets week days and weekends if necessary/required, replenish toilets rolls as required, apply disinfectant
3. Hoover Foyer and offices as necessary
4. Sweep and mop – ground floor and kitchen sweep and mop first floor, sweep and mop top floor landing as necessary
5. Stairs – sweep and mop stairs 
6. Tidy/clean all kitchen surfaces 

7. Empty Kitchen bin and office bins 
8. Ensure safe storage of goods and equipment – all hazardous substances to locked away eg. Dymasan etc

Duties to be done as required:-

1. Clean internal glass and doors

2. Clean table tops after use 
3. Vacuum chairs

4. Clean lights 

The above list is not exhaustive.  The post holder will be expected to carry out any of the above tasks during their normal working hours if any issues arise

