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Job Description

	ROLE PROFILE

	Role Title
	Temporary Part Time Superintendent (Part Time) 

	Salary range
	£11.54 per hour

	Location
	Wombourne Civic Centre, Gravel Hill, Wombourne, WV5 9HA 

	Hours

 
	6.5 hours per week (3 weeks in 4) and minimum of 18.5 hours per week (1 week in 4), if required, as follows:

3 weeks in 4

Monday – 7.30am to 10.30am, 2.45pm to 3.15pm and 6.15pm to 8.15pm  

Tuesday – Day off 

Wednesday – Day off 

Thursday – Day off 

Friday – Day off

Saturday – Day off  

Sunday –9.00am to 9.30am and 9.30pm to 10.00pm  

1 week in 4

Monday – 7.30am to 10.30am, 2.45pm to 3.15pm and 6.15pm to 8.15pm  

Tuesday – Day off 

Wednesday – Day off 

Thursday – Day off 

Friday – (Generally) 6.30pm to 12.30am if required
Saturday – (Generally) 6.30pm to 12.30am if required
Sunday – 9.00am to 9.30am and 9.30pm to 10.00pm  



	Pension
	Option to join NEST pension scheme dependent upon eligibility

	Status
	Temporary (to cover planned absence)  

	Responsible to
	Clerk / Responsible Financial Officer 

	ROLE OVERVIEW

	You have responsibility for the security, maintenance and general appearance of the Civic Centre complex and outside grounds and car park.  

The role will involve a range of caretaking duties, including cleaning, setting up and clearing away after functions and meetings and attendance at larger functions, both in the evening and at weekends.  General maintenance and handyperson skills are essential, as is a pleasant and helpful manner.

The post holder will need to be available in the event of an emergency to attend at the times they are on duty outside of their normal working hours. 


	SPECIFIC RESPONSIBILITIES 

	Maintenance

	Identify and undertake appropriate repairs including basic plumbing, carpentry, tiling, plastering, painting and glazing in a timely basis to maintain and improve the fabric of the buildings and to prevent any loss of bookings 

	Organise the attendance of contractors from an approved list for maintenance jobs that require expert handling as agreed by the Clerk 

	Order tools and equipment required to maintain or repair the building as agreed by the Clerk 

	Organise and carry out various maintenance duties to ensure that the general upkeep and maintenance of the premises is satisfactory as agreed by the Clerk 

	Organise and carry out decoration programmes and improvement work as agreed by the Clerk 

	Be responsible for the operation and maintenance of heating, plant and lighting systems 

	Organise the attendance of contractors from an approved list to carry out routine inspections of heating, plant, lighting and fire appliances as agreed by the Clerk 

	Ensure all internal statutory compliance checks are completed and recorded 

	Undertake regular site inspections, with follow up programmes of work to be agreed by the Clerk 

	Organise and assemble waste for collection 

	Coordinate any deliveries to site 

	Monitor the performance of contractors and log any issues with the Clerk 

	Liaise with contractors to ensure adherence to programmes of work and Health and Safety requirements 

	Maintain the green areas surrounding the Civic Centre and Council Chamber to include grass cutting, weeding, pruning, maintaining flower beds, borders and planters

	Ensure the area surrounding the Civic Centre and Council Chamber are free from litter and graffiti and that kerbs are swept and the site is neat and tidy 

	Security and Safety

	Be the main key holder for the building, opening, closing and alarming the site as required 

	Overall security of the site and buildings at Gravel Hill.

	Be responsible for the overall security of the site including operation of lighting systems, security alarms, fire alarms and CCTV system

	Take remedial action as required e.g. after a break in, board up windows/doors, remove graffiti

	Be responsible for all fire precautions, including testing the fire alarm, ensuring exit points are open, corridors are kept clear and the safe evacuation of staff / contractors / visitors / hirers / any member of the public should a fire break out

	Monitor fire safety equipment and assist the Clerk in carrying out routine fire drills 

	Operate and respond to alarm systems where appropriate 

	Provision of access to the building and grounds to authorised persons at all reasonable times 

	Provide access to the buildings as may reasonably be required outside normal hours of opening including access in the event of an emergency 

	Undertake regular Health and Safety checks including water testing, temperature control and others as required 

	Adhere to COSHH procedures as appropriate 

	Be responsible for ensuring clear and safe pedestrian access to the site, particularly in adverse weather conditions (e.g. snow clearing, gritting) and as far as possible staff vehicular access 

	Undertake safety audits of the premises and assist with relevant risk assessments as required 

	Promote and ensure the health and safety of staff and visitors at all times 

	Maintain a register of keys

	Request unauthorised users of the site to leave, calling for attendance from the police if necessary 

	Carry out procedures in the event of a fire, flood, breaking and entering incident or major damage 

	Ensure all hard areas, grassed areas, beds, borders and grounds are free from litter and excessive accumulations of dirt and rubbish 

	Be responsible for the maintenance of First Aid supplies across the buildings

	Maintain an Accident / Incident record book

	Be available for callouts after hours 

	Facilities letting and community use

	Be available when the Civic Centre and Council Chamber are in use, to deal with any emergency or other matters that may arise 

	Be present at functions to ensure they run smoothly and the liaise with the hirer in relation to catering arrangements, venue dressing and any overrunning of the function

	Be responsible for the set-up of functions and meeting rooms ensuring the requirements of hirers are complied with by setting up and taking down tables, chairs and staging 

	Be on site during classes / meetings to ensure the safe evacuation of attendees in the event of an emergency 

	Supervise community users to ensure the protection of Council assets 

	Liaise with hirers to ensure their reasonable requirements are met 

	Ensure the building is always ready for normal Council use following any community use 

	Maintenance of a record of all property lost and found on the Civic Centre premises 

	Be responsible of the effective operation of the heating system, to provide an adequate level of heating and to ensure routine maintenance is carried out 

	At the conclusion of each function at the Civic Centre where the bar has been in operation, maintain a record book of the amount shown on the bar till rolls

	General

	To maintain a stock of cleaning and consumable materials and when stocks reach a low level to inform the Admin Assistant. All placing of goods to be made through the Clerk to the Council

	Provide meter readings for the Civic Centre, Village toilets and bungalow as requested by the Admin Assistant 

	Provide low level maintenance at the Village toilets, including unblocking toilets, painting, lock repairs and cleaning as required 

	Maintenance of the ground attached to the bungalow in a tidy condition, as specified in the separate Deed of Tenancy Agreement

	Willingness to work flexibly, sometimes outside of normal core hours, in response to service demands

	Maintain the confidentiality of information acquired in the course of undertaking duties 

	Undertake other miscellaneous duties on the Council’s behalf including displaying notices on noticeboards and general maintenance of the public toilets in the village including ad hoc repairs 

	Adhere to a designated dress code as appropriate for each task (including suit and bow tie for some functions) 

	Be responsible for the management of the Council’s van 

	Respond positively and flexibly to any variation of duties, which may be proposed from time to time

	Attend training courses as required 

	Perform any other duties as required by the Council

	SPECIAL CONDITIONS

	The postholder will be required to work additional hours, including evenings or weekends

	The consumption of alcohol whilst on duty is strictly forbidden  


