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                Hightown Housing Association
   Job Description
   Job Title: Mobile Caretaker
   Department: Operations – Asset Management
   Responsible to: Operatives Supervisor
   Responsible for: No line management responsibility
   Job Summary
   -----------
   The caretaker will ensure care and supported housing and general needs
   sites are attended on a regular basis or ad-hoc as required and will
   be maintained to a good standard. The caretaker is to carry out low
   level maintenance work in line with their visits as required by the
   scheme manager and/or the Operatives Supervisor.
   The caretaker will be responsible for purchasing equipment based on
   the needs of the service and provide receipts in a timely manner for
   every purchase made, up to an agreed amount.
   The caretaker will maintain gardens, grounds and buildings, carrying
   out minor repairs and maintenance in properties and communal areas as
   necessary.
   The caretaker will visit sites based on an ad-hoc and programmed basis
   and remove items as requested, thereafter putting them into storage or
   disposing of them as instructed.
   To carry out PAT testing to electrical equipment as and when required,
   keeping a log of equipment PAT tested and updating the Operative
   Supervisor as and when required.
   Main Responsibilities
   Maintenance
     1. 
       To report repairs to and any follow up actions as required
     2. 
       Deal with minor repairs and report any further action as necessary
       with the Operatives Supervisor or as appropriate.
     3. 
       To assist when required with day to day maintenance i.e changing
       fuses, plugs, lights bulbs, batteries (Including alarms) etc
     4. 
       Clean/unblock drains, gullies, sinks, toilets as necessary
     5. 
       To familiarise yourself with stopcocks and fuses etc
     6. 
       To check lighting at schemes on visits and replace/order as
       required.
     7. 
       To keep stock of equipment to appropriate levels so that delays
       are avoidable
     8. 
       To provide regular maintenance checks at schemes as required
     9. 
       Test emergency equipment such as lighting and fire equipment on a
       cyclical basis
     10. 
       Maintain any equipment this can be either by booking the relevant
       equipment in for servicing or contacting the Operatives
       Supervisor, providing adequate notice.
     11. 
       To undertake other duties as from the line manager as and when
       required
     12. 
       To assist in the maintenance and upkeep of Hightown House,
       including relevant testing as required.
     13. 
       To complete weed spraying as appropriate at schemes in line with
       COSHH.
     14. 
       Jetting/power washing external areas as required.
     15. 
       To collect and dispose of any waste found at schemes as
       appropriate
     16. 
       Maintenance to include but not limited to the erection of
       cupboards, sheds, splashbacks, monitors/TV’s, bathroom appliances
       and similar low level maintenance.
     17. 
       Low level maintenance to include the installation of but not
       limited to restrictors, locks, sheds, cupboards and other similar
       maintenance.
     18. 
       To install white goods including those that require plumbing in.
     19. 
       To install pest control at schemes as requested.
   Gardening
     1. 
       To undertake planting of trees/plants as directed by Line Manager
     2. 
       Maintain all garden equipment and tools
     3. 
       Maintain grounds as appropriate
     4. 
       To complete work orders in a timely manner, signing the date in
       which the works were completed
     5. 
       Attending office to collect and return work orders in a timely
       manner so that programmes can be re-raised without delay
   Identifying and Monitoring Standard of works
     1. 
       Ensure that all works are undertaken in accordance within the
       Association’s Health and Safety Policies and procedures and
       relevant legislation
   General
     1. 
       To attend training/development courses and staff away days or
       similar, as and when required by the Estates Quality Manager.
     2. 
       Liaise with Local Authorities Departments and other caretakers as
       required.
     3. 
       To work cooperatively as part of the Asset Management &
       Procurement and Housing Operations Teams
     4. 
       To contribute to and adhere to the Association’s financial
       regulations, standing orders, policies and procedures, in
       particular: Health & Safety, Confidentiality, Equal Opportunities,
       Data Protection and Customer Care.
     5. 
       Attend Estate Staff, Resident and other Maintenance related
       meetings.
     6. 
       To maintain the appropriate level of skills necessary to do the
       job.
     7. 
       To spend the correct allocated time at schemes and manage travel
       time between sites so schemes receive equal time and value for
       money.
     8. 
       Any other duties consistent with the responsibilities of the post
       as requested by the Estate Quality Manager or Head of Asset
       Management & Procurement
     9. 
       To wear PPE when attending schemes for required work
     10. 
       To car share with the second CASH caretaker to ensure mileage
       claims are kept to a minimum.
     11. 
       To complete work tickets given to them on regular basis on sign
       tickets on date of completion. To ensure tickets collected and
       handed back in timely manner.
     12. 
       To co-operate in the periodic review of this job description
     13. 
       To contribute ideas for estate/Hightown House improvements and for
       improving the service to residents/staff
     14. 
       To report possible breaches of the tenancy agreements or leases
       (i.e dumped rubbish etc) to the appropriate Estates Quality
       Inspector or Estates Quality and Facilities Manager
     15. 
       To ensure that duties are carried out in accordance with Health
       and Safety legislation and best practice
     16. 
       To carry out all duties in accordance with the Associations Equal
       Opportunities policy
     17. 
       To work alongside the organisations apprentice and guide him
       through all aspects of work, including knowledge sharing.
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