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Glasgow




	Position:
	Neighbourhood Janitor  

	Job Family/
Grade/Level:
	Community Facilities User Group/Grade 3/CFUS3

	Purpose:
	To deliver the provision of a full and comprehensive Facility Support Service within an establishment and where required, within the broader Neighbourhood.    

	Summary 
of Role:
	Reporting to the Senior Neighbourhood Janitor/Area Operations Manager the main duties and responsibilities are: 
· Opening and closing premises, secure and open all gates, patrolling the premises, operate the fire and intruder alarms, completion of associated registers on a daily basis, check hard and soft areas for debris, needles, broken glass etc. 

· Operate security equipment and comply with security procedures within establishments.
·  Ensuring the lighting and heating of premises are operated efficiently in line with the establishment’s Energy Management Strategy and that they are in good working order (including maintenance and operation of plant).

· Advise on and monitor energy efficiency within Neighbourhood and undertake duties associated with Glasgow City Council’s Recycling Policy.

· Travelling between establishments in the Neighbourhood. 

· Liaise and communicate with Heads of Establishment as and when required. 

· Taking delivery of goods and materials and be responsible for the porterage of same to appropriate storage locations within the establishment.

· Monitoring, cleaning and maintaining the refuse area, gather and empty internal/external bins. 

· Regularly service, supply, maintain and clean toilets to reasonable standard.

· De-litter soft and hard standing areas within the protruding school fence line and for the exterior lined perimeter fence. In addition, remove animal excrement, weeds and chewing gum as required from hard standing areas.

· Remove snow/ice from pathways and spread salt to make safe entrance and egress from establishments for all users. 

· Set up and arrange furniture and equipment to prepare facilities for all events, including lets.

· Communicating and liaising with all building users, including external agencies and contractors. 

· Monitor, record and report to the Senior Neighbourhood Janitor any damage to the building fabric or condition to ensure any minor/major repairs are undertaken as required. 
· Highlight any concerns with building cleaning standards with the Senior Neighbourhood Janitor.   
· Performing handy person tasks, isolating areas as required to ensure safety of building users.  

· When working in Early Years establishments there will be no changes to the existing duties including cleaning and laundry.  In addition, handyperson tasks, litter picking, moving furniture and emergency School Crossing Patrol cover tasks as outlined within this Person Specification. 
· Safe management of swimming pools, following correct health and safety procedures and maintaining accurate documentation. 

· In emergency situations under direction of the Senior Neighbourhood Janitor, identify and allocate resource from the Neighbourhood team to undertake School Crossing Patrol duties within a Neighbourhood
· As at present, in exceptional and emergency situations, under the direction of the Senior Neighbourhood Janitor, identify and allocate resource from the Neighbourhood team to undertake cleaning duties as required within a Neighbourhood. 

· Requisition supplies and equipment needed for cleaning and maintenance duties using appropriate electronic systems.  
· Pro-actively identify and report to the Senior Neighbourhood Janitor immediately all 2 person lifts such as, set up of stages, moving football goals and large/heavy furniture moves. 

· Ensuring an excellent standard of customer care is delivered to internal/external customers.
· Recording and reporting to the Senior Neighbourhood Janitor all reportable incidents as set out in the procedures.

· Ensuring that all Glasgow City Council equipment and portable appliances are effectively asset managed.

· Record and report all faults on equipment reported by cleaning staff in line with operational procedures. 

· Where an incident results in establishment disruption/closure, contact the Senior Neighbourhood Janitor in order that the relevant agency or let holder can be informed.

· Report to the Senior Neighbourhood Janitor any faults identified with regards to roads and lighting within the school perimeter/fence line surrounding an establishments. 
· Understanding the policies and procedures surrounding asbestos, ensuring that contractors’ inductions are completed, recorded and reported where required. 

· Undertake on site flushing regime associated with prevention of legionella procedures.

· Operating at all times within the current Health and Safety at work legislation. 

· Co-operating with the introduction of new procedures and/or new equipment/technology associated with the position.

· Any other duties appropriate to the position in line with the needs of the business. 
This position is subject to membership of the Protection of Vulnerable Groups (PVG) Scheme. 
Note: - This is a summary of the role and may be altered to reflect the changing needs of the business.



	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
and Training
	
	· Current UK driving licence.

· Appropriate SVQ Level 2 and/or equivalent professional qualification.
	( Application Form

( Certificates


	Skills
	· Provide a range of services, to users to help them make use of the facility
· Ability to allocate/co-ordinate straightforward, basic work to a team, under instruction to ensure work completed to set standards
· Ability to keep records of work, incidents, and other required information in the correct manner ensuring compliance with procedures
· Basic customer service skills 

· Make the facility available for use, safe and secure

· Will work within procedural framework, established work programmes and standards with limited discretion. 
	
	( Application Form

( References

( Interview

( Assessment

	Knowledge
	· Can set up equipment and facilities safely and securely for users and watch over its continued operation
· Respond politely and helpfully to enquiries 
· Monitor the work situation, respond to incidents and report back as necessary to relevant authority
· Ability to use work specific materials and equipment

· Knowledge of relevant COSHH, Health and Safety requirements
· Awareness of the work of GCC. 
	
	( Application Form

( References

( Interview

( Assessment


	COMPETENCIES
	COMMUNICATING (L1)
	SELF-DEVELOPMENT (L1)
	EVIDENCE 

	Core Area:

Personal Effectiveness
	· Speaks clearly and calmly, and is tactful

· Good listener

· Makes sure that people have understood, and they know to pass the message on to others

· Sorts out information appropriately, and writes, or inputs, it correctly.
	· Knows what results need to be achieved, and how to achieve them

· Keeps up-to-date with any changes in the skills and knowledge needed

· Comes up with new or different ideas and ways of learning

· Joins in with any training required.
	( Application Form

( References

( Interview

	COMPETENCIES
	CUSTOMER ORIENTATION (L1)
	COLLABORATION (L1)
	EVIDENCE

	Core Area:

Providing Excellent Customer Service 
	· Treats customers fairly and consistently

· Provides a professional, polite and high quality service

· Sorts out enquiries and problems promptly

· Spots mistakes or problems and apologises for them.
	· Works with other people to find ways of solving problems

· Works flexibly and is happy to help other employees

· Backs up team decisions and supports the aims of the team

· Recognises and understands how people are different.
	( Application Form

( References

( Interview

	COMPETENCIES
	MOTIVATION (L1)
	MOTIVATION (L1)
	EVIDENCE

	Core Area:

Delivering Results
	· Keen to do things, and to do them well

· Enjoys a challenge 

· Works well, even when time is short or things are difficult.
	· Does not mind being told when has done something wrong.
	( Application Form

( References

( Interview
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