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                     Concierge / Handyperson
Job Description

Accountability & Supervision: The Concierge will report to the team leader.
Job Purpose:  To maintain a safe and secure environment and carry out general cleaning, caretaking and ad hoc maintenance work to the buildings in order to support smooth service delivery and service user wellbeing. 
Main Duties and Responsibilities
1. Build and maintain a constructive relationship with service users, staff and visiting professionals:

        -  Act as first point of contact for service users and other visitors ensuring a 
           welcoming environment
       -   Monitor the entry and exit points of the service and adhere to visitors’ 
           policy
            -   Liaise and maintain relationships with service users, relatives, staff,   
           contractors and visitors
            -  Report any service user issues to support staff as and when they arise as          
               well as any reportable maintenance issues

       -  Assist with access and monitoring of contractors

       -  Respond to any health, safety and security issues

           -   Respond positively to complaints and other incidents

           -   Monitor the projects CCTV as and when required
2. Maintain a clean, secure and attractive environment for all services

included
· Keep projects clean in accordance with requirements as decided with project manager/team leader 

· Organise and store cleaning material supplies safely in designated area

· Carry out regular checks of the building to ensure that the security of the buildings and repair of the projects is maintained

· Manage fire alarm system, intercom system and CCTV systems
· Maintain communal lighting

· Carry out agreed decoration/repairs to rooms as they become void and carry this out in a timely manner

3. Keep gardens and open spaces attractive and safe

 -Ensure Health and safety requirements are met
 -Carry out regular maintenance of the gardens and outside spaces

 -Involve and encourage service users in maintaining and developing the  gardens

4. Maintain accurate records in accordance with the organisation’s standards
· Maintain an accurate daily diary of work undertaken, reported repairs and any incidents/property damage etc

· Re-order supplies

· Report any urgent maintenance issues that can’t be dealt with through to the appropriate agencies/contractors
Confidentiality

· Information relating to service users must be treated in the strictest confidence and discussed only within the project with the appropriate members of staff or with named assessor/care co-ordinator. 

· Information relating to staff must be treated in the strictest confidence and discussed only with other senior staff or line manager.

This list is not exhaustive and amendments and additions may be required in line with future policy changes.
Equal Opportunities Statement

We acknowledge the unique contribution that all Together employees and service users can bring to the work of the projects and the organisation in terms of their culture, race, gender, sexual orientation, gender reassignment, marital status, nationality, age, religion or belief and any physical disability or history of mental health or additional problems.

All appointments and promotions are based on merit and no job applicant or employee will be treated unfairly or discriminated against. All staff have equal access to staff development.

Full details may be found in the Human Resources Policy and Procedure Manual. Any member of staff who breaches this policy may be subject of grievance and/or disciplinary procedures.    
Concierge/handyperson
Person Specification

Essential Criteria
1.  Health and Safety knowledge and awareness

2. Practical skill in identifying and/or carrying out minor repairs

3. Ability to interpret written instruction and maintain simple written records

4. Ability to monitor and review systems of repair, health and safety and maintenance and make/suggest changes to improve

5. Be patient, polite, approachable and helpful

6. Ability to empathise with people from all backgrounds and cultures, people with disabilities and a basic awareness and understanding of how mental health issues might affect individuals

7. Respectful to the opinions and views of others
8. Ability to engage with service users and to engage service users in some areas of the work, like garden maintenance, cleaning etc.

9. Awareness of own strengths and weaknesses and ability to learn from mistakes

10. Ability to access training opportunities  and ability to access on line training (e-learning)

11. Ability to take responsibility for own health and safety, including use of PPE, compliance with lone working procedure and others.

12. Ability to work as part of the team, as well as working on own

13. Ability to conduct basic risk assessment of the working environment and unpredictable situations
Desirable Criteria
1. Have  use of own car
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