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Person Specification

	DEPARTMENT:
	Amenity Team

	LOCATION:
	Littlehampton, Unit 6F, Lineside Industrial Estate

	JOB TITLE:
	Seasonal Amenity Team Operative

	GRADE:
	
Scale 3 Spinal Column Point 5 - 6 


	RESPONSIBLE TO:
	Facilities and Contracts Manager



MAIN PURPOSE OF THE ROLE:

To provide a safe, clean, and well-maintained Town.

As part of the Amenity and Caretaking Team undertake both preventative and reactive maintenance to property, land, and premises around the Town. 

To support the delivery of local events and activities, working evenings, weekends and Bank Holidays as required. 

To assist in the provision of cover, including emergency cover, working evenings, weekends and Bank Holidays as required.


Key Tasks   

1. To comply with all instructions given by the Facilities and Contracts Manager in relation to the work in hand.

2. To ensure that all work is carried out in a safe and proper manner to the best standard possible and using appropriate tools, plant and equipment. 

3. To check that all tools, plant, machinery, and equipment is used in accordance with the manufacturer’s instructions and that, as appropriate, all PPE (personal protective equipment) is worn – helmets, goggles, glasses etc.

4. To undertake maintenance, cleaning, repairs and refurbishment to Town Council premises and property to a good standard.

5. To undertake health and safety checks and inspections of Town Council property, remedying or reporting any issues.

6. To undertake grounds maintenance and horticultural duties.

7. To work with the Events Team and Admin Team to support the delivery of community events and activities, attending events and assisting with the set-up, delivery, and breakdown as required.

8. To prepare venues for functions, such as weddings, setting out furniture and ensuring the venue is well presented.

9. To raise and lower the flag at Manor House as required. This will include some weekend and bank holiday work. 

10. To be prepared to work in a variety of locations in the Town and local surrounding area to carry out your duties.

11. To record all work carried out and ensure materials used are recorded using the Council’s electronic job ticket system or worksheets supplied. 

12. To assist in the provision of an emergency call out service on behalf of the Council in accordance with your job.  

13. To undertake any other duties that may be required by the Facilities and Contracts Manager from time to time appropriate with the grade and designation of the post. 

14. To use a mobile device to record work completed and for communications. Basic use of Microsoft Office for emails and work. Use of electronic software packages to undertake the role efficiently.

15. To act as key holder for Town Council properties and land as required.

16. To comply with the Town Council’s Health and Safety Policy at all times.

17. Apply consistently the principles of Equal Opportunities, as embodied in the Town Council’s policies and practices throughout the duties outlined.

18. To undertake available training opportunities identified through appraisal and supervision and show a commitment to continuous development, to maximise your potential and ensure the efficient and effective delivery of Town Council services.

19. To undertake any other tasks commensurate with the grading of the post, as required by the manager/supervisor or the Town Clerk, ensuring that all duties undertaken are done so in accordance with Council policies, practices, procedures, and standards.                  

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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Note:	A minimum payment of 2 hours overtime will be paid for emergency call out.  Where additional hours are worked these will be paid in accordance with your contract and the Green Book
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Post Title: Amenity Team Operative
Location: Littlehampton
Grade: NJC Scale 3 SCP5-6


	
	Essential Criteria
	Desirable Criteria
	Method of Assessment/
Source of Information

	Key Skills & Abilities

	· Proven general maintenance/ DIY skills to a high standard
· Good horticultural and grounds maintenance skills
· Ability to operate a range of machinery (e.g. mowers, strimmers, hedge cutters, power tools, generators)
· Ability to deal with members of the public in a polite manner at all times
· Good communication skills 
· Ability to record details clearly and complete all necessary documentation (e.g. timesheets, job tickets)
· Good time management
· Basic ICT skills
· Ability to follow written and spoken instructions
· Ability to work as part of a small team or on own initiative
· Ability to effectively organise own workload and meet tight deadlines, managing changing and conflicting demands
· Ability to respond positively and proactively to unexpected problems and situations
	· Building / decorating / carpentry skills
	Application form/Interview/
Reference

	Education &
Qualifications

	· Clean Full Driving Licence 
· Basic literacy and numeracy


	· Horticultural / grounds maintenance training / or qualification (e.g NPTC strimmers & brushcutters or Safe use of Mowers
· Use of mobile scaffold towers
· Safe use of ladders & steps at work
· First aid at work
	Application form

	Knowledge

	· Good working knowledge of power tools and hand tools
· Some horticultural/ grounds maintenance knowledge
· Some knowledge of how to use a range of horticultural maintenance tools and machinery
· Health and Safety at Work and PPE
· Equal opportunities knowledge
	· Working at height regulations
· Manual Handling

· Knowledge of Littlehampton
· Knowledge of the services provided by Littlehampton Town Council
	Application form/Interview

	Experience

	· Proven experience in general maintenance (e.g. painting & decorating, plumbing, erecting shelves etc)
· Experience of using a range of maintenance tools and machinery
· Horticultural/ grounds maintenance experience
· Experience of using a range of
horticultural/ grounds maintenance tools and/ or machinery
	· Experience of using ride on mowers and transit sized vehicles
· Experience of working with the community 
	Application form/Interview/
Reference

	Personal Attributes

	· Customer friendly
· Good interpersonal skills
· Organised and logical approach to work
· Punctual and reliable
· Honesty
· Flexible and self-motivated approach to work
· Willingness to take on a range of tasks as required
· A positive approach to problem solving
	· A demonstrable interest in the town of Littlehampton either past or present
	Application form/Interview

	Other

	· Ability and willingness to work evenings, weekends and bank holidays as required, particularly to cover events and flag duties
· Ability to undertake manual handling tasks
· Flexible to change working hours when needed
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