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TITLE OF POST:


SAFETYWORKS! HANDYPERSON 
GRADE:



SCALE 1 (SCP 7)
RESPONSIBLE TO:

SAFETYWORKS! ADVISOR
MAIN PURPOSE OF JOB:

To provide comprehensive support and undertake a range of tasks to ensure the effective operation and maintenance of the SafetyWorks! Centre. 
MAIN DUTIES AND RESPONSIBILITIES

1
GENERAL DUTIES
1.1 To promote the Service vision, ‘Creating the safest community’.

1.2 To ensure that all policies and procedures within the function are adhered to an in accordance with regulations, value for money principles. 

1.3 To be responsible for the effective maintenance, cleanliness and accessibility of the SafetyWorks! Centre including offices, storage, external and scenario areas ensuring they are fit for purpose and operational at all times.  
1.4 To ensure that areas of work are cleared and cleaned prior, during and after work takes place.  
1.5 To assist in the preparation and undertake scenery modifications and set up areas according to stakeholder or centre requirements. 

1.6 To undertake assembly and basic routine checks of all equipment and small portable appliances, e.g. smoke generators, visual and audio equipment.

1.7 To monitor stock levels and storage of small quantities of stock.
1.8 To be responsible for the sorting of all recycled items within the centre, arranging for collection and disposal of items as required. 

1.9 To monitor and maintain safety centre heating temperature levels.

1.10 To be responsible for the accurate completion and administration of maintenance records. 


1.11 To provide assistance to external suppliers and contractors when undertaking work on site when required. 
1.12 To carry out general labouring tasks including clearing rubble, filling skips, delivery and collecting of furniture and other materials, as well as assisting other staff in the completion of their tasks, as directed.
1.13 To undertake duties according to relevant risk assessments, safe systems of work and using appropriate Personal Protective Equipment (PPE). 
1.14 To undertake work using a variety of tools and equipment, ensuring all equipment is used appropriately and in accordance with manufacturer’s guidelines.
1.15 To undertake minor property repairs including the touching up of paint work, replacing tiles and handles and to raise any repair issues with the Centre Manager as appropriate
1.16 To assist in the assembly, erection and dismantling of appropriate access systems.
1.17 To meet the transport requirements of the role using Service vehicles to collect/relocate materials/equipment and transport visitors to and from the centre as required. 
1.18 To carry out basic routine maintenance and checking of Service vehicles.
1.19 To ensure compliance with the Data Protection Act and ensure data security is maintained.
1.20 To attend internal and external training courses as necessary.
1.21 To undertake any other duties appropriate to the post.

2
HEALTH AND SAFETY (GENERAL POLICY)
2.1
By reference to current health and safety legislation and the Service's 


Health and Safety Policy to ensure that all employees:-

· Take reasonable care for their own health and safety

·  Consider the safety of other persons who may be affected by their acts or omissions and to cooperate with their employer to perform and comply with any duties or requirements imposed upon them

·  Work with machinery, equipment and substances in accordance with information and training provided

·  Refrain from intentionally misusing or recklessly interfering with anything that has been provided for the purpose of health, safety and welfare

·  Report any hazardous defects in plant and equipment, or shortcomings in the existing safety arrangements, to a responsible person without delay

3 EQUALITY (GENERAL POLICY)
3.1 To ensure an understanding and commitment to equality and diversity in accordance with Service policies and procedures and demonstrate positive promotion of diversity and equality principles through working to the Service core values.
4
SAFEGUARDING CHILDREN AND VULNERABLE PERSONS
4.1 To promote the application of the Authority’s Safeguarding Policies.

5          ENVIRONMENT STRATEGY 

5.1 
To demonstrate an understanding and commitment to the Service Environment Strategy, in relation to the environment and carbon reduction policies.
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