This template documents is issued by the Connexional Team may be used and amended by the Districts/ Circuits and Churches to suit the particular local circumstances. Text in BLUE font should be adjusted.
EXAMPLE OF JOB DESCRIPTION AND PERSON SPECIFICATION 
FOR THE ROLE OF CARETAKER 
JOB DESCRIPTION 
	Job Title
	Caretaker

	Reports to
	  Job title of Line Manager
	Location
	Of where role will be based

	District/Circuit/Church
	 Church/Circuit/District
	Salary

	


	Job Purpose and Objectives

	To carry out caretaking duties at Church/Circuit/District. 



	

	Responsible to:
	e.g. Property Steward  

	Direct reports:
	N/A



	Main Responsibilities

	· Keep the church, ancillary premises and grounds tidy and clean.

· Unlock and lock up the premises as necessary according to use by the church groups or external organisations.

· Administer any requests for use of the premises by outside organisations within the guidelines set by the District/ Circuit meeting/Church Council.
· Ensure that the heating systems operate as necessary to heat the buildings ready for meetings.
· Communicate effectively and regularly with the Minister and colleagues about the state of the premises, maintenance requirements, health and safety concerns etc
· Any other duties and responsibilities, identified by the minister as are within your capabilities and level of responsibility, in order to meet the needs of the church.


	Terms and Conditions

	· Terms of appointment:
Permanent / Fixed Term until [insert end date]
· The salary will be £_________ per annum/per hour.
· Normal working pattern: 20 hours per week from Mon-Thursday.

· All reasonable expenses will be reimbursed.  (Note you will not be expected to use a car for this job).
· There is a contributory pension scheme to which eligible lay employees will be auto enrolled. Lay employees who do not meet the auto enrolment criteria are eligible to join the scheme subject to certain provisions.

· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of up to three month probationary period.
· 28 days annual leave entitlement per year (pro-rata for part-time Workers). 
· At least one day free of responsibilities each week.
· Appointment will be subject to a satisfactory Enhanced  Disclosure & Debarring Service (DBS) disclosure.

· Opportunities for study and for training.

· Provision of accommodation (please refer to the information in the Pay and Pension section)



PERSON SPECIFICATION
Job Title: Caretaker at Church/Circuit/District
	
	Essential
	Desirable
	Method of Assessment

	Education & Training

	Educated to GCSE level or equivalent

	X
	
	Q

	Proven Ability

	Proven ability to .........................

	X
	
	A, I

	Ability to operate a heating system


	
	X
	A, I, E

	Special Knowledge & Skills

	Working knowledge of Health and Safety regulations as they apply to church premises

	X
	
	A, I

	Understanding of church life and the groups which use the premises

	
	X
	A, I

	Able to identify tasks which must be referred to a church steward

	X
	
	I

	Willing to work alone

	X
	
	I

	Able to communicate effectively with users

	X
	
	A, I

	Able to work flexibly between 0800 and 2100 hours

	X
	
	A, I

	Able to keep premises clean and tidy to a high standard

	X
	
	A, I, E

	Any Other Requirements

	Able to climb one flight of stairs (no lift)

	X
	
	I

	Satisfactory Enhanced disclosure from the Disclosure & Barring Service 
	X
	
	Satisfactory DBS disclosure 


Method of Assessment: A – Application form; I – Interview; E – Exercise; Q – proof of qualification (certificates or transcripts)
(We reserve the right to assess any other aspects of the role in a format not previously described)

