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JOB DESCRIPTION
	Post Title: Handyperson 

	Department: Department for Communities and Wellbeing. 
	Post No: 

	Division/Section: Inclusion service 
	Post Grade: 7

	Location: various location within the Borough 
	Post Hours: 


	Special Conditions of Service:
·  Extended flexi time scheme in operation.

· The nature of this post is not always predictable and will require the post holder to work flexibly and outside of normal working hours to meet service requirements.

· Ability to travel inside and outside the Borough.

· Satisfactory CRB disclosure at the enhanced level to be renewed in line with the authority’s timescales.

· Carry colleagues as passengers where required.

· Protective clothing to be worn as appropriate to the work being undertaken.

To be provided with a works mobile phone to be contactable during working hours.



	Purpose and Objectives of Post: 
· To prepare and maintain accommodation within the Inclusion property portfolio.
· To undertake handyman duties
· To assist staff within the team to meet and greet customers and settle them in their accommodation

	Accountable to: Executive Director Department for communities and Wellbeing 

	Immediately Responsible to: Senior Accommodation  coordinator 

	Immediately Responsible for: None 

	Relationships: (Internal and External)
Managers 

Officers in other departments

Elected Members

Members of the public

Housing Organisations and projects

Landlords

Voluntary Organisations

Police 

Neighbourhood Hubs 

	Control of Resources: 
· Tools and equipment associated with the job.
· Other resources delegated to the post holder to support and deliver the service.
· Mobile phone.

· Petty Cash (£200)

· Council vehicles allocated to the team

· Health and Safety Equipment 



	Duties/Responsibilities: 

	1. To liaise with outside contractors to ensure properties are maintain to a safe and satisfactory condition before occupation.

	

	2. To accompany Council Staff as required on welfare visits to properties.

	

	3. Follow health and safety procedures as established by the Council and required by legislation COSHH when using equipment and substances. 
4. To undertake electrical safe isolation including connection and disconnection of cookers.

	

	5. To report repairs which relates to the safety of the property and to take emergency action when appropriate to rectify the issue(s)

	

	6. To complete daily work schedules and other administrative duties as directed including the delivery of notices / correspondence to customers.
7. To use petty cash to purchase and replenish properties with bedding, towels, crockery and cutlery (up to the value £200) ensuring reconciliation with receipts via the Senior Accommodation coordinator.    

	

	8. To operate mechanical hand held tools.
9. To be responsible for daily inspections of the mechanical hand held equipment and report and record any defect to the senior accommodation coordinator.
10. To carry out daily duties from a work schedule and to respond to reactive repairs or report the repair to the appropriate organisation(s) 
11. To wear PPE equipment at all time,      

	

	12.  Responsible for the training of all new staff
13. To undertake monthly stock taking to ensure sufficient supplies of cleaning products and furnishing are available. To compile an inventory of valuables and personal possessions left at the property by the previous tenant(s) to ensure safe storage of goods, this will also be monitored,    
14.  To undertake general painting and decorate properties when required to so by the service manager ready for occupation.  
15. Utilise vehicles, equipment and tools responsibly at all times, in accordance with operating conditions, instructions and/or agreed procedures.  This includes safe driving, observing maintenance schedules, reporting repairs and using protective clothing.
16.   To remove graffiti where possible by using the power washer and chemicals or liaise with the graffiti team to ensure removal within expected timescales. 
17. Ensure that items of furniture and goods are moved safely and carefully between the storage facility and properties in accordance with agreed policies and procedures.  As well as moving items into properties, this includes the safe removal and/or disposal of furniture, goods and customers’ belongings following termination of their tenancy/licence.
18. To report any safeguarding issues are reported to your line manager
19. Maintain confidentiality at all times. Implement national corporate and departmental policies in relation to confidentiality and the management of sensitive information.
20.  To safely remove sharps and syringes from properties using PPI protective clothing and needle proof gloves where appropriate  
21. To ensure all properties are left secure when the work has been completed.
22. Undertake general porterage duties; such as moving goods/ Furniture within the establishment or normal delivery items as requested by Management.
23. To undertake training as and when required that the service is as efficient and effective as possible.
24.  To remove all refuse to an organised recycle operational plant, following Health and safety guidelines when entering the establishment, such as:
· Booking in and out 
· Ensuring high visibility vest are worn 
· Weighing the vehicle on and off 
· Collect payment sheets from them 
· Provide authorised codes to the Plant (waste transfer licence) 
· As an employee of Bury Council you have a responsibility for, and must be committed to, safeguarding and promoting the welfare of children, young people and vulnerable adults and for ensuring that they are protected from harm.
· Bury Council is committed to equality, diversity and inclusion, and expects all staff to 
· comply with its equality related policies/procedures, and to treat others with fairness and respect.
· The post holder is responsible for Employees Duties as specified with the Corporate and Departmental Health and Safety Policies. 
· Health and Wellbeing -As an employee of Bury Council you should contribute to a culture that values and supports the physical and emotional wellbeing of your colleagues 

Where an employee is asked to undertake duties other than those specified directly in his/her job description, such duties shall be discussed with the employee concerned who may have his/her Trade Union Representative present if so desired. (See paragraph 203 of supplemental Conditions of Service)

	
	Sign: 
	Date:

	Agreed correct by Postholder: 
	Sign:
	Date:

	Agreed correct by Supervisor/Manager:
	Sign:
	Date:
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DEPARTMENT FOR .....
JOB TITLE

	CORE BEHAVIOURS FOR THE POST (Please tick those relevant)

	Commercial Thinking & Analysis
	
	Planning
	

	Customer Service
	
	Developing Self & Others
	

	Delivering Results
	
	Teams, Networking & Partnerships
	

	Values, Ethics & Diversity
	
	Adapting to Change
	

	Delivering a Quality Service(Continuous Improvement)
	
	
	


	SHORT LISTING CRITERIA
	ESSENTIAL
	DESIRABLE

	NVQ Level 2 qualification in “Safe Isolation including Connection & Disconnection of Cookers”
	
	

	Driving licence held for two years 
	
	

	Customer care skills 
	
	

	Experience of minor repairs 
	
	

	Knowledge of the safe removal of sharps and syringes 
	
	

	Knowledge of the safe use of mechanical electrical equipment 
	
	

	Knowledge of COSHH and Health and Safety regulations 
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Contd. overleaf
CRITERIA FOR INTERVIEW AND OTHER ASSESSMENT METHODS
The short-listing criteria listed plus the following:
	ASSESSMENT
METHOD
	CRITERIA

	
	

	
	

	
	

	
	

	
	


