

	Competency Based Job Profile Band 1 - 4



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Bradford Theatres

	POST TITLE: Day Staff 
	REPORTS TO: House Managers 

	GRADE: Band 3 
	SAP POSITION NUMBER: 


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.
The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post: 

	· To undertake caretaker duties inclusive of the operations, security (including

protect duty), safety, cleanliness and maintenance of the buildings.
· To be a key-holder responsible for opening and locking up the buildings.
· Expected to use own initiative on day-to-day operations, with management support

and training.
· To maintain and present the venues to an exceptional standard to take pride in the premises and portraying the building/service in a positive light
· To prepare areas of the venues for forthcoming productions and events / functions.
· To accept and deal with all deliveries, 3rd party repair and maintenance professionals,
and visitors.

	Main Responsibilities of Post: 

	1. To open and lock up the venues following standard operating procedures, ensuring all health and safety and security initiatives are adhered to.

2. To act as a nominated fire warden during the buildings’ operations, responsible for leading on emergency evacuations.

3. To undertake cleaning and basic maintenance duties wherever necessary to maintain the highest standards of housekeeping and cleanliness in all areas and keeping the venues in good repair.
4. Manual-handling duties, including the lifting, moving, arranging, erecting, and dismantling of equipment, stock, and furniture within and between all venues in line with operational needs.
5. To assist other departments and visiting companies with other reasonable duties.
6. To operate all equipment with due attention to manufacturer’s instructions, and relevant health and safety legislation.
7. To assist in ensuring the security and safety of the venue, its staff, visitors and the general public whilst on duty. This includes an understanding of protect duty and a wiliness to implement policies and procedures born from it – full training will be given.
8. To comply with all relevant health and safety legislation, council policies, and any relevant acts of parliament.

9. To demonstrate a commitment to carry out duties in the best interests of Bradford Theatres, it’s customers, sponsors, visiting artists and other users, adopting the highest standards of customer service.

10. To follow the Council’s Equal Rights Policy.
11. Any other reasonable duties required as requested by management.

	Structure :
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	Special Knowledge Requirement. Will be used for shortlisting. Max 10 

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.

	
	Essential 

	Physically able to be stood for long periods and carry out manual handling duties.
	  x

	An understanding, or willingness to learn, how to perform duties while prioritising the health and safety, security, and environmental impacts on themselves, others, premises and property.
	  x

	Basic literacy - able to read, understand, and convey relevant information to individuals and groups
	  x

	Demonstrable experience as caretaker or similar.
	

	A working knowledge of counter-terrorism initiatives.
	

	A working knowledge of health and safety and security legislation.
	

	First aid qualification.
	

	Relevant experience requirement: Will be used for shortlisting.


	Experience of operating simple handheld tools to perform basic maintenance tasks.

	Core Employee competencies to be used at the interview stage. 



	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates With Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect , maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 

 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.
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