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Job Title: Caretaker (1 Position Available)

Contract Type: Permanent (Subject to a 3-month probation period)

Hours & Pay:
· Base Hours: 83 hours per month

· Work Pattern: Evenings and weekends on a rota basis, additional ad hoc shifts and holiday cover as needed/available

· Rota: Mon/Tue/wed each week plus one Sunday split shift per month. 
Monday to Saturday: 5pm – 11pm 
Sunday: 4.30pm - 9.30pm 

· Pay Rate: £14 per hour

· Benefits: Generous terms and conditions, pension scheme, holiday entitlement, and reimbursement of approved expenses

Place of Work: Greenacre Hall. New Roadside, Rawdon, Leeds LS19 6AS

Reporting To: AVSED Scheme Manager

Role Purpose:
To provide high-quality caretaking, maintenance, and cleaning services to ensure the smooth operation, safety, and cleanliness of Greenacre Hall for both AVSED-led activities and external hirers.

Key Responsibilities:
Facilities Management & Security
· Responsible for opening, closing, and securing the building (keyholding duties)
· Monitor the safety and security of the premises during working hours
· Support compliance with user agreements, policies, and risk assessments
· Handling emergency incidents and assisting appropriate services
Customer Support
· Greet and assist hall users during events and bookings
· Ensure hirers’ needs are met in line with hire agreements
Cleaning & Housekeeping
· Daily cleaning of communal areas and toilets; restocking supplies and managing waste
· Weekly/monthly cleaning of halls, offices, and additional spaces
· Deep and specialist cleaning duties as required (e.g., buffing floors, window cleaning)
Room Setup & Maintenance
· Set up and clear away furniture (tables, chairs, etc.) for hires, events and meetings
· Carry out minor maintenance tasks, basic decorating, and small repairs
· Liaise with external contractors for specialist maintenance work
· Monitor and manage the heating system; take utility meter readings
Groundskeeping
· Maintain outside areas, including grass cutting, sweeping, litter picking, and snow clearing & salting
Health & Safety
· Conduct routine health and safety checks (e.g., fire alarms, defibrillators, PAT testing)
· Maintain inventory of equipment and supplies; report issues promptly
· Follow and promote good practice in accordance with AVSED’s safety policies
Administrative Support
· Maintain asset and inventory logs
· Handle petty cash and minor transactions where required
· Respond to emergency callouts outside of standard hours

General Duties:
· Represent and support the mission and values of AVSED
· Maintain high standards of care and presentation throughout Greenacre Hall
· Attend training sessions and staff meetings as required
· Work flexibly across evenings, weekends, and occasional additional hours
· Use own transport when needed (mileage reimbursed in line with policy)
· Contribute to AVSED’s fundraising and community engagement activities
· Carry out any other reasonable duties as requested by the Scheme Manager

About AVSED:
AVSED (Aireborough Voluntary Services to the Elderly) is a charitable organisation dedicated to supporting older people to live independently, safely, and happily within their communities. As leaseholders of Greenacre Hall, we are proud to provide a welcoming and well-maintained space for community and organisational use.
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