Hampson Park Community Centre, 

Webb Rise, Stevenage. Herts SG1 5QU

Registered Charity No 1156808

Job Description – Job Share caretaker
Hours:  4 hours per fortnight minimum; 4 evenings plus 2 hrs for weekend parties. All other times are extra hours
Duties will include:-
· Checking the building before and after parties. This may included some cleaning especially with COVID restrictions, topping up toilet rolls, moving chairs or tables to the required rooms.
· Removing rubbish from bins or directly from hirers, placing in bins and locking these away. Ensuring internal bins have fresh bags.
· Being first point of call to assist groups in an emergency.
· Notifying the centre manager of any dangers, breakages etc.
· Being an emergency key holder.
· Answering queries from hall users.
· To cover for the other caretaker when they are off for holiday or sick.
· The centre is open on bank holidays so you may be required to work (not Christmas day)
Personal Qualities.
A good caretaker who is helpful, polite and punctual is very important to hirers and can enhance any hall hire leading to repeat bookings and recommendations. It is therefore important that a caretaker has good interpersonal skills and a calm but firm nature to deal with hirers who may be stressed, rushed or under the influence of alcohol after a party. Time keeping is very important as the centre should never be left open when unattended. An applicant must be happy to work alone and sometimes after midnight for occasional Saturday parties.
Preference will be given to a candidate living close to the centre.
One session is to open and close for a party. Week evening lock up is half a session.
Holiday hours are 28 days pro rata.
All hours before 11pm minimum wage, £10/hr after 11pm.
This is a key holder position so a basic DBS will be required.
