ADULT & COMMUNITY BASED SERVICES DEPARTMENT

JOB DESCRIPTION

	JOB TITLE:
	COMMUNITY BUILDINGS ASSISTANT

	DIVISION:
	PREVENTATIVE & COMMUNITY BASED SERVICES [PCBS]

	GRADE:
	BAND 7  30 HOURS

	RESPONSIBLE TO:
	INFORMATION & OPERATIONS MANAGER

	
	


PURPOSE OF POST
To ensure PCBS buildings are appropriately staffed to facilitate the specific and general requirements of the buildings users.

To provide effective supervision of Community Building Assistants and Site Operatives across PCBS buildings in association with the appropriate PCBS Officers.
To assist Preventative & Community Based Service [PCBS] Managers with the Health and Safety and licencing associated with all PCBS buildings.
KEY RELATIONSHIPS
To work with Library & Community Hub Officers and PCBS Managers to raise the quality and availability of facility based services.
To work in close contact with all users of PCBS facilities including members of the public, community groups, organisations and both internal and external partners of the Department.
SPECIFIC DUTIES AND RESPONSIBILITIES RELATING TO THE POST
· To organise Community Building Assistants and Site Operatives, as required, for the safe and efficient operation of the PCBS facilities; including staff rosters, work programmes and absence cover.
· To participate in, and supervise, caretaking and cleaning functions for the relevant buildings e.g. arranging furniture & equipment, ensure all areas are kept clean and tidy, basic handyman duties, facility cleaning. 
· To monitor and facilitate bookings for the relevant buildings, including online bookings, and assist in maximising usage of PCBS facilities.
· To be responsible for the acquisition and upkeep of the appropriate licences relating to the use of PCBS buildings.

· To implement financial procedures and systems relating to bookings to enable the timely processing of orders and invoices for payment.
· To prepare and maintain performance indicators and statistical data as required.
· To actively participate in the management and monitoring of  Health and Safety in PCBS facilities; ensuring practices & relevant checks are made and monitored in accordance with current legislative requirements, good practice and the Council’s Health and Safety Policy. To include;
· undertaking regular visual inspections of PCBS buildings and relevant equipment

· maintaining routine Health & Safety inspections & records 
· ensuring Portable Appliance Testing across PCBS facilities is undertaken in a timely manner.
· Ensure appropriate risk management arrangements relating to the work of the Community Buildings Assistants, Site Operatives and PCBS facilities are in place and kept up to date. To ensure that all associated Risk Assessments are recorded & online records updated as required.
· To undertake the above duties in accordance with Hartlepool Borough Council’s procedures and in a safe working manner, keeping accurate and appropriate records as required.
· To work across a number of PCBS facilities, potentially at short notice.

DEVELOPMENTS
The work of all Local Government Departments changes and develops continuously, which, in turn, requires staff to adapt and adjust.  The functions/responsibilities above should not therefore be regarded as immutable, but may change commensurate with the grading of the post.  Any major changes will involve discussion and consultation, which, if wished, may involve a Trade Union/Professional Association representative.
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