Hull Churches Housing Association

Job Description

	1.
	JOB TITLE ;
	Caretaker / Handyman

	
	
	

	2.
	RESPONSIBLE TO:
	Property Services Manager

	
	
	

	3.
	RESPONSIBLE FOR:
	None

	
	
	

	4.
	HOURS OF WORK :
	?? hours per week by agreement with line manager 

	
	
	

	5.
	JOB LOCATION :
	Any HCHA location 

	
	
	

	6.
	JOB PURPOSE :
	


	6.1
	Ensures internal and external communal areas are clean, safe and meet required service standards.
	

	6.2

6.3
	To assist in the provision of a repair and maintenance service as directed including void and estate management services as required. 
To ensure customer requirements are prioritised and services meet diverse needs.
	

	
	
	

	7.
	DECISION MAKING : 
	

	
	
	

	7.1
	Operates within parameters defined by the Association’s policies and procedures and guidelines agreed with the Property Services Manager.
	

	
	
	

	
	
	

	8.
	Meeting Service Standards
	

	
	
	

	8.1
	Ensures all internal communal areas, including the laundry, are kept clean and tidy and meet required service standards. Cleans all internal communal areas and safely accessible fixtures and fittings on a regular basis.
	

	
	
	

	8.2
	Monitors internal and external communal areas to ensure the site is free of rubbish. Collects external litter using approved equipment as required.
	

	
	
	

	8.3
	Reports promptly any problems with rubbish collection, dumping or abandoned cars. Follows agreed procedures to liaise with local authority for removal or agrees action from Housing Management staff.
	

	
	
	

	8.4
	During general duties checks site for graffiti removing on same day where practicable or reporting same day to Property Services Manager to ensure maintenance assistance.
	

	
	
	

	8.5
	Cleans washing machine and dryer filters on a weekly basis. Checks all machines are operational at each site visit reporting repairs promptly and monitoring timescales agreed for repairs.
	

	
	
	

	8.6
	Reports any complaints or observable problems with services provided by contract gardeners and window cleaners.
	

	
	
	

	8.7
	Monitors cleaning and other stock and ensures orders for replacement are made in good time as per agreed ordering procedure.
	

	
	
	

	8.8
8.9
	Ensures internal and external lighting is fully operational and reports faults promptly.

Carry out repairs and maintenance as directed by the Property Services Manager.
	

	
	
	

	
	Health and Safety
	

	
	
	

	8.9
	Reports any hazards promptly according to agreed procedures. Follows safe working practices at all times, attending training as required.
	

	
	
	

	8.10
	As agreed with the Property Services Manager testing of fire alarm and emergency lighting systems and setting of door entry timers.
	

	
	
	

	8.11
	Acts as key holder ensuring property is secured as required.
	

	
	
	

	
	Tenant Liaison
	

	
	
	

	8.12
	Assists Housing Management staff with tenant liaison, delivering letters, bulletins and questionnaires to site properties as required.
	

	
	
	

	8.15
	Reports any tenancy breaches or concerns about vulnerable tenants promptly for Housing Management action.
	

	
	
	

	9.
	GENERAL
	

	
	
	

	9.1
	The above duties and responsibilities do not include or define all tasks which may be required to be undertaken by the postholder. Duties and responsibilities may vary without changing the general nature of the post.
	

	
	
	


