	[image: image1.jpg]BROADMEAD
Bapftist Church

Loving God
Loving People
Loving His World





	Broadmead Avenue

Northampton NN3 2QY

( 01604 721144

 (answer phone out of hours)

( admin@broadmead.org.uk

( www.broadmead.org.uk



Job Title:


Caretaker/Cleaner (Part time) – 2 posts

These roles make up our caretaking team.  We are seeking to employ two people to cover this work.  The caretaker role would be the role which would include the ‘handy person’ skills.
Purpose of Post:
To assist the Church leadership in a ‘help’ role to ensure the smooth and efficient running of the Church’s facilities.

Reporting:
Responsible to the Church Administrator (both posts)

Hours of Work:
To be negotiated, see attached sheet

Salary
£6.26 per hour, paid monthly on the 18th of the month

Principle Responsibilities 

1. To take a full part in the cleaning of the building.

2. To undertake tasks of a general ‘handy person’ nature, applying the necessary skills in a safe and competent manner.

3. To maintain the garden and grass areas:  litter picking, weeding etc. (We contract a firm to cut the grass.)

4. To be responsible for sorting recycling and refuse, and ensuring bins are put out for collection

5. To ensure that reasonable care is taken at all times for the health and safety and welfare of yourself and other persons.

6. To maintain janitorial supplies.

7. To be available for some irregular hours to cover elections, weddings, funerals and other events when necessary.

Some of the tasks involved in these roles
We give these tasks as an example of the kind of work carried out by this team
1. Cleaning the toilets, kitchen, sanctuary etc.  This is a big part of the job and there is a lot of cleaning involved in both these roles.
2. You will be a key holder for the building and some of the times you are working in the building you will be on your own.
3. Helping to set up Samuels on a Monday morning

4. Litter picking round the site

5. Checking the fire alarm each week

6. Coming in early (6.30am) for local/national elections and coming back at 10pm to lock up after the elections.  This is an irregular part of the role depending on when elections occur.

7. Setting up the lounge for a weekly baby clinic

8. Repairing dripping taps or blocked sinks/urinals.  Putting on digital locks

9. Hanging pictures

10. Building flatpack furniture

11. Repairing/assembling some of church furniture/Samuel’s toys

12. Some painting jobs

The successful candidate would be confirmed in this post when an enhanced Criminal Records Bureau Disclosure has been received by the church.  The church office is able to facilitate this.  There will be no cost to the candidate.  Candidates will also have to prove their right to work in the UK.   
NB Closing date for applications is Sunday 18 July 2010

Caretaker/Cleaner (Part time)

Further Information About These Posts
1. JOB TITLE

You are being engaged as Caretaker/Cleaner and will be expected to carry out duties appropriate to this appointment.  You will be responsible to the Church Administrator.

2. REMUNERATION

You will be paid £6.26 an hour to be paid monthly into your bank account on the 18th of each month.  The Trustees review staff salaries annually. 
3. PROBATIONARY PERIOD

Appointment to the permanent staff is subject to confirmation, following completion of a satisfactory probationary period of 3 months.  This post will require CRB Disclosure that the church will provide.

4. HOURS OF WORK

These will be negotiated with the successful candidates and there is more information on a separate sheet in this pack.
5. SICKNESS POLICY

Notification of an absence from work due to illness or any other cause should be made to the Church Administrator as early as possible on the first day of absence.  If you are absent for more than a working week, a doctor’s certificate should be obtained.

6. SICK PAY ENTITLEMENT
Statutory Sick Pay will be paid for up to 28 weeks in any 12 month period.  In addition the church will pay an allowance in accordance with the following scale, all these amounts include SSP

	Service with Broadmead Baptist Church
	Full Pay
	Half Pay

	Up to 12 months
	1 month
	1 month

	During 2nd year of service
	2 months
	2 months

	During 3rd  & 4th year of service 
	3 months
	3 months

	After 5 years of service
	5 months
	5 months


7. RETIREMENT AGE

Your contractual and normal retirement age is 65.

8. ANNUAL PAID HOLIDAY

The holiday year runs from the 1st January until 31st December, during which the full annual entitlement must be taken.  Holiday dates must be agreed with the Church Administrator before they are booked.   The Caretaker/Cleaner should not be on holiday at the same time.   The entitlement is 5 weeks, excluding statutory and bank holidays, or pro rata if you do not work the full holiday year.  

9. PENSION

The Church offers a stakeholder pension scheme with Standard Life.

10. RULES OF CONDUCT

The rules of conduct are the ethics laid down in the Bible.  Both parties are working to serve the Lord and glorify His name.  Specifically the employee is charged with a duty of confidentiality.

11. NOTICE OF TERMINATION OF SERVICE

One week’s notice is required by either party prior to the completion of the probationary period.  After 13 weeks continuous service or the length of the probationary period, four weeks notice in writing is required by either party.

The table shows the hours that Broadmead Baptist Church need to cover in the Caretaking/Cleaning Roles

	Days
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	

	Possible hours
	7.00-1.30pm
	2-6pm
	12.30-6pm
	2-6pm
	2-6pm
	

	
	5.5
	4
	5.5
	4
	4
	

	Actual Hours of Work
	5 hours of work includes half hour break
	4
	5 hours of work includes half hour break
	4
	4
	22 hours available

	Specific jobs that day
	Helping with setting up Samuels
	
	Baby clinic set up and clearing up
	
	Getting ready for the weekend.  Celebrate Recovery is on Friday night.
	


· It may be possible to vary these hours slightly.  If you are interested in either of these roles please do phone Karen Coleman for a chat and we can talk about what would be possible.
· We are advertising two posts - it is likely that one person will work 3 days and the other 2 days.  Please state on your letter of application your preferred days of work.

· Irregular hours outside the times shown on this table, including late evenings, may be required to cover elections, weddings, funerals and other special events when necessary.
· Applications should be sent to Karen Coleman at the above address marked ‘Private and Confidential’

NB Closing date for applications is Sunday 18 July 2010
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