
Tiptree Parish Council 

JOB DESCRIPTION 

 

POST:   Community Centre Caretaker  

BASED AT:   Tiptree Community Centre, 1A Caxton Close, Tiptree, CO5 1HA  

POSITION REPORTS TO: Parish Clerk (while liaising closely with the Booking Clerk) 

 

The Caretaker role is a job share, to enable holiday and planned time off. It is expected 
that the two positions provide cover for each other in time of sickness/holiday, but only 
one caretaker will be on “duty” on any given day, covering the three bookable areas 
that make-up the Community Centre. Each caretaker will be paid for a minimum of 20 
hours per week. 

The Community Centre Caretaker is required to open and close the Community Centre 
for hirers as required by the schedule produced by the Bookings Clerk, both during the 
evenings, weekdays and at weekends. The Caretaker must be able to work 
responsibly and flexibly, consistent with the day-to-day use of the Hall. Some heavy 
lifting will be required, as well as occasional work from ladders.  The Caretaker is 
required to remain on-site during the period of the booking, and to act as the Trained 
First Aid person onsite (training will be provided if caretaker is not certified). It is 
anticipated that hours, on average, will occasionally exceed 20 hours per week. The 
Caretaker is also responsible for the cleanliness of the Hall.  

 

1. Servicing  

a) To ensure that the building remains tidy and that all furniture and equipment is 
appropriately stored after use.  With COVID requirements in place, all surfaces are to 
be wiped down before and after each hire.  

b) To set up the hall (chairs and tables) as per the requirements of the hirer. 

b) To monitor stocks of cleaning supplies and other consumables and to advise the 
Bookings Clerk to ensure they are replenished in good time.  

c) Receive and check goods and supplies and take them to the appropriate place for 
storage (cleaning products etc).  

d) The “duty” caretaker will provide a daily litter pick of the Caxton Close Play area. 



 

2. Management of Systems: To manage and adjust systems and services within the 
Hall as and when required with particular regard to:  

a) Testing the fire alarm system on a weekly basis and maintain test register.  

b) To ensure fresh “Track & Trace” forms are available for each hirer, and to store all 
forms on completion of hire. 

c) Testing the emergency lighting system on a monthly basis and recording the results 
thereof.  

d) Regulating the heating system, if required, to ensure that an adequate level of 
heating is maintained while ensuring unnecessary usage is avoided.  

e) To complete on a monthly basis an Inspection of the External Defibrillator and notify 
the Bookings Clerk of any action needed.  

 

3. Maintenance and Safety:  

a) To ensure that the Bookings Clerk & Parish Clerk are promptly informed of any new 
maintenance issues, defects of furniture, fittings and equipment.  

b) Ensure that all lights and heating are working effectively, changing light bulbs/strip 
lighting and occasionally working at height.  

c) Keep paths and entrances free of ice and snow to ensure the safety of Hall users.  

 

4. Security:  

a) Be the first point of contact in an emergency, responding to, and resetting of, the 
Hall’s alarm, liaising with the police and alarm company out of hours as needed.  

b) You may be occasionally called out at unsociable hours or at weekends to deal with 
security issues, make emergency repairs or allow access to any contractor who may 
be working at the Hall.  

 

5. Supervision of Premises:  

a) To monitor the activities in the Hall to ensure that hirers comply with the Hall’s 
Conditions of Hire and other statutory requirements.  



b) To open and close the Hall at times appropriate to the booking schedule and to 
secure the premises when the Hall is not in use.  

c) To retain custody of the keys to the building.  

 

6. General  

Understand and implement fire safety regulations, Health and Safety Regulations, 
COSHH, emergency procedures and the rules for evacuating the building. 
~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 


