
Job Description

Job Title: 		Lenham Parish Council – Parish Caretaker
Responsible to: 		Parish Clerk / Parish Council
Hours: 			16 hours a week
Rate of Pay: 		£16.35 - £18.85 per hour - NJC pay scales 18-25 (dependent on experience)
Location: 		Within the Parish boundaries
Term: 			1 year fixed contract

Job Purpose
The Parish Caretaker is responsible for carrying out general maintenance, minor repairs, and environmental improvements within the parish to help keep it safe, tidy, and well-maintained for residents and visitors.

Key Duties and Responsibilities
The Parish Caretaker will undertake practical (mainly) outdoor tasks including, but not limited to:

	LOCATION
	JOB
	WHEN
	OTHER INFO

	Play Parks
	Cleaning equipment and surfacing
Visual inspections
	Bi-monthly

Weekly
	

	High street / The Square
	Weeding village centre 
	Monthly in Spring/Summer
	Along High street to end of Co-op (both sides) and up to Ham Lane
Maidstone Road to car park,
Old Ashford Road to pond

	Parish wide
	Clean signs
	Every 6 months
	Including hamlets

	Village Planters
	Deadhead and weed, plant up those not planted by volunteers
	Every 3 weeks
	Dead head geraniums and pansies in all LPC planters (20)

	Cemetery
	Fill in rabbit holes
	Throughout year
	

	Cemetery
	Removing dead flowers from graves
	Throughout year
	

	Cemetery
	General review and tidy, light bonfire
	Throughout year
	Pick up fallen branches

	Memorial stones in cemetery and churchyard
	Wobble test
	Yearly
	Liaise with Officers

	Parish wide
	Fix and clean any broken signs, remove unused signs
	Ad hoc
	

	Parish wide
	Clean notice boards
	Monthly
	X 5

	SID
	Change location with handyman
	Monthly
	

	1A
	General maintenance
	Ad hoc
	Directions from Officers

	Village
	Wash bollards
	Every 6 months
	

	Village Reporting
	Any sign of vandalism, potholes, etc
	Ad hoc
	Report onto KCC reporting

	Village
	General litter picks
	Ad hoc
	

	The Square, village areas
	Weed spraying
	2/3 monthly
	(Once gained weed spraying accreditation)

	Planters
	Watering
	Once a week at least during the summer
	

	The Square
	Sweep between path and car park
	Twice a month
	

	Parish Wide
	Removal of fly posting
	Ad hoc
	




Skills and Experience
Essential:
· Practical outdoor and indoor maintenance experience
· Ability to work independently and manage time effectively
· Good awareness of health and safety
· Able to undertake manual work in all weather conditions
· Full driving licence and access to own vehicle
· Good communicator with public and LPC staff as the face of “LPC” out and about

Desirable:
· Experience working for a local authority or parish council
· Basic DIY, grounds maintenance, or landscaping skills
· Knowledge of the local area and community
· Computer literate

Equipment
· The Parish Caretaker may be required to use their own tools or parish-owned equipment, as agreed
· Any use of personal equipment must meet safety standards
· Uniform and PPE will be provided by the parish council 

Other
· The role is subject to the Parish Council’s policies and procedures
· Hours and duties may vary according to seasonal needs
· The Parish Council reserves the right to amend duties as required
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Person Specification

The main function of the Parish Council
Essential or Desirable
Working in partnership with other Agencies and the ability to liaise at all levels
Desirable
An empathetic approach to working with and assisting the public sometimes in sensitive situations.
Essential – to be explored at interview
The ability to prioritise whilst assuring consistency and high quality output.
Essential – expect examples on application form
Have good organisation skills.
Essential – examples on application form / to be explored at interview
An appreciation of the importance of record keeping and monitoring.
Essential – examples on application form / to be explored further at interview
Knowledge of GDPR and Confidentiality agreements.
Desirable
The ability to work within the Councils policies and procedures.
Essential – examples on application form / to be explored further at interview
To carry out risk assessments and lead on H&S.
Desirable
To attend appropriate training and development courses.
Essential – from application form


