YWCA Yorkshire
Job Description & Person Specification
Handyperson
The united Nations convention on the rights of the child states that “Children and young people have the right to say what they think should happen when adults are making decisions that affect them, and to have their opinions taken into account” In acknowledgement of this, YWCA Yorkshire involves Children and Young people in the recruitment process for all staff.


Job Description
	Job Title:
	Handyperson

	Service:
	Rotherham

	Responsible to:
	Project Manager

	Responsible for:
	The General Maintenance of YWCA buildings and outreach houses (internal and external) and the garden areas located at the YWCA building and outreach houses.

Assistance at other services when required.

	Hours of Work:
	37 hours per week

	Trial Period & Notice Period:



	I week on either side during the 6 month probationary period. 1 month on either side following the 6 months probationary period.

	Holidays:
	25 days per annum, (pro rata) plus 8 statutory holidays (pro rata).

	Pension:
	Please see economic conditions.

	Salary:
	£16158.59 per annum

	Work related circumstances:
	Please see person specification.


	All successful candidates will be subject to an Enhanced Disclosure and Barring Service check and will not be appointed until this has been completed.

	Key Responsibilities



	Repairs:

	· To take responsibility for all minor repairs at YWCA Yorkshire properties.
· To keep an accurate, updated maintenance log of all minor repairs.
· Responsible for issuing handyperson questionnaires following any work completed in line with specific service.
· To take responsibility for the reporting of major repairs to South Yorkshire Housing Association (SYHA) and Together Housing.
· To keep accurate logs of repairs reported to SYHA / Together Housing, and to chase up where necessary.
· To arrange and allow access to properties by SYHA/Together Housing employees when necessary

	Painting/Decorating:

	· To ensure that project properties are painted and decorated on a rolling programme or in line with voids to ensure that they are kept in good decorative order.

	External Areas:

	· To ensure that external areas of all YWCA projects are well kept clean and attractive.

· Removal of rubbish when required.
· Removal of furniture etc. when required.
· Picking up litter.

	Gardening:

	To ensure that gardens of designated YWCA projects are well kept, clean and attractive to include:
· General maintenance and upkeep of garden area and grounds. 

	Cleaning Duties:

	· Working in partnership with housekeeper to ensure the cleaning of properties when empty.
· Arrangement of carpet cleaning when required.

	Responsibility for Stock:

	· The ordering and purchasing of furniture, keys, equipment, carpets, white goods if required 
· Arranging for the collection and / or delivery of such equipment as and when required
· The ordering of paints and cleaning materials 
· The keeping of appropriate records in relation to stock.

· To be responsible for the maintenance of tools and equipment as necessary.
· Checking, maintaining and purchasing safety equipment in line with policy and procedure.
· Ensure that harmful substances are stored in relation to COSHH guidelines.

	General Maintenance:

	· To perform general electrical checks, and to make good, where possible faults found e.g. plugs, fuses, light bulbs.

· The ordering of skips, vans etc when required.
· To assist the project manager to carry out regular health and safety inspections, identifying, addressing or reporting any issues as required.
· To carry out monthly fire drills and record findings as required.
· Dealing with pest control, addressing the issue or reporting as necessary.
· To undertake PAT testing of project equipment.
· The arrangement of other electrical repairs e.g. washing machines, cookers etc.
· To undertake minor plumbing jobs e.g. leaking taps, waste pipes, blocked drains etc.
· To complete regular property inspection on YWCA properties and address any issues in line with project specific requirements.
· To complete void inspection records whilst a property is empty if required.
· To assist/complete annual property inspections with Together Housing / SYHA.

	Furniture / furnishings:

	· To be responsible where possible for the maintenance of project furniture and furnishings, to include assembly of new furniture e.g. flat pack.

	Organisational Requirements:

	· To be responsible for the upkeep of the YWCA communal rooms to include cleaning, maintenance and setting up for meetings and events where necessary.
· The transporting of items between offices projects, and the charity shop/Market Stall or any other YWCA business activity.
· To contribute to the organisation’s Fundraising Strategy and raise funds to support the charity in a planned way as designated by the service manager.
· Maintain the Charity Shop in accordance with Company Policy & Procedure to support the efficient running of the shop and to enable the provision of work experience for service users and volunteers as and when required.

	Personal Development:

	· To take responsibility for ensuring that a level of study is maintained in order that practice remains updated and relevant, including mandatory training
· To participate in regular Supervision and Appraisals.

	It is the nature of the work at YWCA Yorkshire that tasks and responsibilities are, in many circumstances, unpredictable and varied.  All staff are therefore expected to work in a flexible way when the occasion arises that tasks, which are not specifically covered in their Job Description are undertaken.  These additional duties will normally be to cover unforeseen circumstances or changes in work, and they will normally be compatible with the regular type of work.  If the additional responsibility or task becomes a regular or frequent part of the member of staff’s job, it will be included on the Job Description in consultation with the member of staff.


Person Specification

	ESSENTIAL REQUIREMENTS.


	Method of Assessment

	Skills, knowledge & ability:
	

	· Good basic DIY skills.
	Application form

Interview

	· Basic understanding of electrics, plumbing etc.
	Application form

Interview

	· Previous experience of general gardening duties (including at own home).
	Application form

Interview

	· Good basic painting and decorating skills.
	Application form

Interview

	· A willingness to undertake further training where necessary.
	Application form

Interview

	· Full driving license, access to a vehicle and willingness to travel.
	Application form

Interview

	· Willing to drive company van when required.
	Application form

Interview

	· Basic I.T skills
	Application form

Interview

	Personal Qualities:
	

	· Hard working, trustworthy & reliable.
	Application form

Interview

	· Have the ability to work on own initiative and without the need of close supervision.
	Application form

Interview

	· Have respect for, and understanding of the issues of confidentiality.
	Application form



	· Have a tolerant, flexible and good-humoured approach to work.
	Application form

Interview

	· Understanding of the value of team work.
	Application form



	· The ability to communicate effectively with supervisors, colleagues, outside agencies and service users.
	Application form
Interview

	Experience & education:
	

	· A good basic education
	Application form

	DESIRABLE

	

	Skills knowledge & Ability:
	

	· Previous experience of working as a handyperson.

	Application form

	· Previous experience of working in the voluntary/charitable sector.
	Application form

Interview

	· Have an understanding of the needs of vulnerable young people.
	Application form

Interview

	Experience & education:
	

	· A commitment to continuous self-development to meet the evolving needs of the role.
	Application form
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