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Job Description
Job Title:
Caretaking Assistant
Responsible to:
Human Resources Manager
Key Working Relationships Within NICVA: Corporate Services Unit, Senior Caretaker and other NICVA staff.

Status of Post: This is a part-time, fixed-term contract, initially for a 4 month period, subject to operational demand - 15 hours/week, flexibility will be required as the arrangement of the hours worked may differ on a week to week basis. 
Salary: £8.75/hr
Summary of Main Responsibilities:
1 To assist the Senior Caretaker with the maintenance of a high standard of cleanliness throughout the premises.
2 To assist in the Senior Caretaker with the arrangements associated with conference facilities, hospitality and room bookings.
3 To work with the Senior Caretaker to ensure building compliance of NICVA’s Health and Safety policies.
Specific Duties:
To assist the Senior Caretaker with the following:

1
Hospitality
(i) Ensuring a high quality of internal and external hospitality is provided as required.
(iii)
Arranging rooms for meetings and conferences, which will include ensuring catering requirements are met.
(iv)
Ensuring a high level of customer service and act as first point of contact for groups attending meetings/conferences and responding to their requests as appropriate.
2 Cleaning
(i) Cleaning the building as required, which could include duties such as cleaning kitchens, bathrooms and toilets, mopping floors, vacuuming and emptying bins.
(ii) Checking relevant domestic deliveries and putting away in appropriate storage area.

(iii) Informing the Senior Caretaker if supplies need to be re-ordered.
3
Health & Safety
(i) Reporting of all accidents immediately they occur and assist the Senior Caretaker to identify and address potential risks.
(ii) Ensuring staff and visitors comply with all Health & Safety at work Regulations, with particular attention to ensuring fire exits are kept clear at all times.
4
Other Duties
(i) To contribute to the promotion of NICVA.

(ii) To undertake such other reasonable duties as NICVA may from time to time require.

Personnel Specification
Job title:
Caretaking Assistant
Skills and Attributes

Essential Criteria:

(i) Ability to develop effective relationships with colleagues and customers.

(ii) Ability to provide a high level of customer service at all times.
(iii) Ability to organise and prioritise work to meet deadlines.
(iv) Demonstrated record of punctuality and ability to work flexible hours.
(v) Good physical fitness and reasonable physical strength (ability to carry out manual work, lift chairs and move tables).
Desirable Criteria:
(i) Previous work experience in a wide range of cleaning 
(ii) Previous work experience of carrying out hospitality duties.
(iii) Experience of working within a team.
Other Requirements
Essential Criteria:

(i) An interest in and understanding of the voluntary and community sector in Northern Ireland.
(ii) Ability to work within the mission, vision and values of NICVA.
(iii) Committed to NICVA’s policy of equal opportunities.
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