SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION
A
JOB IDENTIFICATION
	JOB TITLE


	Caretaker


	REPORTS TO


	Facilities Coordinator

	DIRECTORATE


	People & Property

	UNIT OR TEAM
	Facilities Management


B.  
MAIN PURPOSE OF THE JOB

	To provide maintenance and caretaking duties throughout the SEPA property portfolio and be the front line response to Help Desk calls and local emergencies  

To carry out office moves and alterations




C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	General maintenance duties

Small works & minor repairs

Office moves & alterations

Building related Health & Safety

Routine building operations

Furniture maintenance

Fire alarm testing & recording


	40

20

15

10

5

5

5


D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Communication with all SEPA staff at all levels. Communication with and coordination of hard & soft services contractors and Facilities Management suppliers.



E.
DIRECT REPORTS
	None



Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding
Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Good working knowledge of the whole organisation to ensure office moves, maintenance and repairs are carried out effectively  

	Yes
	3
	
	

	Scientific/Technical

Namely: Good knowledge of routine maintenance regimes, building & plant operations. Experienced in office moves

	Yes
	3
	
	

	Managerial

Namely:


	N/A
	
	
	

	Legislation

Namely:


	N/A
	
	
	

	Other
Namely: Stock control of furniture, equipment and building spares

 
	Yes
	3
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	
	
	


3) EXPERIENCE REQUIRED
Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	Yes
	2 years
	
	

	People management experience


	N/A
	
	
	

	Budgetary management experience


	N/A
	
	
	

	Use of equipment and systems: small tools, ladders, snow clearing equipment

	Yes
	2 years
	
	

	Other (please specify):


	
	
	
	


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication
Namely: E-mails, 

	
	Yes

	Report writing

Namely:


	N/A
	

	Oral communication
Namely: Discussing moves with staff, outlining faults and repairs to manager

	
	Yes

	Presentations

Namely:


	N/A
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