UNISON SCOTLAND

POST

  
  :

CARETAKER/HANDYPERSON
GRADE

  :

10
SALARY

  :

£18,108 – £18,666 (Pro-Rata) 
HOURS

  :

12 HOURS WEEKLY

LOCATION

  :

60 BELFORD ROAD, EDINBURGH EH4 3UQ
REPORTS TO
  :

OFFICE MANAGER - EDINBURGH
ACCOUNTABLE TO:

REGIONAL MANAGER - CORPORATE

                                                            SERVICES
OVERALL SUMMARY
To look after all the needs of the building including carrying out minor maintenance tasks as required, dealing with deliveries and liaising with contractors.
KEY TASKS AND RESPONSIBILITIES

Safety and Security of the Building

· Providing a safe working environment for all staff, contractors and visitors

· Testing all emergency systems

· First contact for emergency call-out – attend on site when fire/intruder alarm are triggered

Maintenance

· To be able to provide a basic maintenance service which would include changing light fittings, fitting washers, small joinery tasks, fixing thermostats, dealing with blocked drains/toilets etc.

· Setting up meeting rooms, including moving furniture
Communications
· Liaising with contractors on site with regard to building work, repairs and maintenance 

· Liaising with delivery drivers and/or suppliers to ensure that deliveries are made at the right time and to the right location

· Dealing with all visitors in a polite and positive way

· To participate in staff meetings

· Instruct staff on how to set/unset intruder alarm

Physical requirements

· Having an awareness of manual handling risks when working with heavy or awkward loads
· Collect cash from bank
· Move IT Kit
· Move and store deliveries
· Move furniture
Administration
· To be able to use email and basic software packages relating to the job

· Maintaining records relating to the upkeep of the building

· Issue fobs and keys for front and back doors and car park barrier
DAILY
· Set up Committee rooms
· Check fire exits are clear
· Check car park is free of obstructions

· Keep car park clean and tidy

WEEKLY
· Test fire alarm
· Walk-round building to check for any health & safety issues  and minor repairs

BI-ANNUALLY or as and when required 
· Assist with fire drill

N.B.    This job may involve occasional weekend and evening work
UNISON
Person Specification
UNISON is an equal opportunities employer, committed to providing equal opportunities regardless of race, marital status, gender, sexuality, disablement or age.  This Person Specification is designed to help members of Interviewing Panels judge the qualities of the interviewees in a systematic and consistent way and in accordance with UNISON’s Equal Opportunities Policy.  It is given to all job applicants for information.
	Person Specification Criteria



	Safety & Security

1. Be able to demonstrate punctuality and reliability in attending work

2. Understanding of Health & Safety issues


	Maintenance

1. To demonstrate a working knowledge of joinery, plumbing and small electrical repairs

2. Experience in all areas of maintenance of business premises 

3. To demonstrate the ability to be able to prioritise demands and work to standards


	Communications

1. Being able to answer/ask questions of contractors or delivery staff

2. To recognise the need to deal with all visitors in a polite and friendly manner

3. To be able to contribute in staff/team meetings

4. To be able to work within broad guidelines but to know when to refer to a manager

5. Good written and verbal communication skills



	Physical Requirements

1. To demonstrate an awareness of Health & Safety practices including  manual handling techniques

2. Be able to work occasionally in confined spaces or using ladders 



	Administration

1. To demonstrate the ability to keep written records and maintain a basic spreadsheet

2. To be able to use Microsoft Office Software Packages or to be willing to undertake training 

3. Use own initiative 

4. Maintain accurate records 



	Knowledge

1. Sound knowledge of Health & Safety legislation and practice  



2

