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OPERATIONS DIRECTORATE
	Post Title: Caretaker/Courier

	Department:

Health & Adult Care
	Establishment/Post No: 


	Division/Section: Wellness/Libraries
	Post Grade: Grade 6, pro rata to hours


	Location: Bury Library and other service points across the borough as required 
	Post Hours: Part time. 30hrs per week.

	Special Conditions of Service: 
A current clean driving licence.


	Purpose and Objective of Post:
To provide an efficient and effective courier service for the borough’s libraries and Home Delivery Library Service. To provide an efficient and effective caretaking service to the Bury Library complex and other libraries as required.


	Accountable to:  Head of Libraries 


	Immediately Responsible to: 
Resources Officer 

	Immediately Responsible for: None


	Relationships: 
Internal:
Staff of Bury Libraries; staff in other council departments (particularly Transport Services).
External:
General public including housebound clients; contractors; suppliers of goods and services; representatives of utilities e.g. electricity, gas.


	Control of Resources: Courier: vehicle (including responsibility for security, cleanliness, fuel).
Caretaker: Cleaning equipment and materials, toilet consumables, light fittings and other contents of storerooms. Central Heating system.
Health & Safety: Ensure the maintenance of a healthy and safe environment for self, staff and public, including lone working guidelines.



	Duties/Responsibilities:


	1. To operate the library delivery/collection/ of Home Library Service according to required timetables and procedures, including the delivery and collection of library stock, internal mail, equipment and furniture, and any other items as appropriate.

	2.
Check driver’s diary for work requests and plan itinerary as necessary.

	3.
Carry out vehicle safety checks/refuel/complete driver’s log according to required procedures, including daily checks to ensure legality and that all fluid levels and safety features are maintained.

	4.
Report any vehicle defect to Transport Section.

	5. Report all accidents/incidents, both vehicle and personal, to Supervisor/line manager.
6. Valet vehicles as required

	7.
Deliver post and monies according to required procedures.

	8.  Undertake regular inspection of entrances/exits/surroundings to buildings, ensuring they are kept free from, e.g., rubbish, debris, moss, snow/ice, and any other items, by sweeping, mopping, or treating as necessary. Inspect and clean gullies and drains.

	9. Request/report repairs and maintenance work when required according to required procedures.

	10.
Clean internal windows, walls, doors, bookcases, floors, and light/fan fittings as required and following current health and safety guidance. Clean external signs as required and following current health and safety guidance. Occasional cleaning of areas fouled by public/visitor mishaps as required.

	11. Re-lamp/replace/repair light fittings and furniture where necessary, using appropriate equipment (e.g. tower) and seeking assistance if required, to ensure working in a safe manner which does not interfere with the operation of the service. 

	12. Collect and store in a tidy manner wastepaper, boxes, withdrawn stock, newspapers/periodicals, and any other items as required. Arrange for removal as appropriate. Prepare for refuse collection.

	13. Undertake general Porterage duties, including minor repairs; moving furniture; moving stock (e.g. for book sales); room cleaning/preparation; and the distribution of incoming goods/any other items.

	14. Monitor the use of cleaning materials and toilet consumables; request/order replacement and replenish as required.

	15. Ensure the security of the building by locking up/unlocking, paying particular attention to windows, doors and lights, and operating the alarm system according to required procedures.

	16. On a regular basis/as required, check and record condition of: fire exits, alarms and equipment, ensuring all exits are unobstructed. Malfunctions to be reported and rectified as required (including buildings outside the Bury Library complex).
17. To be a designated keyholder and to respond to emergency call outs when required
18. Attend training courses as appropriate.
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