
 
 
 
Job Description 
 
Cleaner/Caretaker 
 
 
 
Background Information 

 

Wem Town Hall is a busy community, arts, learning and enterprise centre operated 
by Wem Town Hall Community Trust Charity to provide the facilities for the people 
of Wem and the surrounding areas. 
 
Open 6 days a week with varying hours the venue is a bustling hive of activity for 
Wem and we require a cleaner caretaker who can help us deliver a successful venue. 
 
As a key player in the venue’s team, the Cleaner Caretaker role, requires a dynamic 
and personable individual who has a broad understanding of attention to detail, is a 
quick learner & able to undertake physical tasks. This crucial role will require a 
flexible approach to working within the varying needs and requirements of a multi 
functional cultural and community venue. You will work closely with a range of 
specialist staff and volunteers in a busy and responsive environment, and so you will 
need to be both a team player, and able to work independently, as required. 
 
The post reports to, and is line managed by, the Assistant Manager, and is offered on 
a permanent basis, available hours varying according to the needs of the 
organisation. The hourly rate of pay is £7.70 per hour, and we anticipate a minimum 
of 22 hours per week.  The role will also have the option of job share attached to it. 
 
 
Principle Duties and Responsibilities: 
 
The Cleaner Caretaker is responsible for cleaning the venue to a high standard and 
fulfilling caretaking responsibilities as required for the variety of events that take 
place in the venue.    
 
The role includes;  
 

 Daily full building clean and maintaining a high level of cleanliness 

 Additional cleaning before events 

 Being a key holder and recognising the responsibilities that this entails 

 Be willing to undertake training that is appropriate to the role 

 Thorough 6 monthly building cleans including floor buffing 

 Setting up and taking down the main hall rake seating   

 Setting up and taking down tables and chairs as per the diary’s requirements. 

 Setting up and breaking down the stage in the main hall 



 Being aware of and complying with Wem Town Hall’s policies and procedures 
relating to equality and diversity, child protection, health, safety and security, 
confidentiality and data protection, etc. reporting any concerns to a 
designated person.  

 Being aware of and working to COSHH  

 Work to a flexible and adaptable timetable.  

 All other duties as deemed appropriate by the Managerial Team 
  
Personal Specification 
 
Essential:    
 

 Experience of cleaning in a commercial set up 

 Excellent time keeping 

 Confidentiality and discretion is a must at all times.  

 Flexibility in hours of work 

 Able to work independently, and as part of a team. 

 An awareness of equality and diversity issues. 

 Able to contribute to the overall ethos and aims of Wem Town Hall.   

 Able to hold an enhanced DBS 
 
Desirable  
 

 Experience of caretaking duties  

 Knowledge of Health and Safety responsibilities.  

 A good health record 

 Basic DIY knowledge 
 
 
Application 
To apply please send a CV with a covering letter detailing why you would be a 
suitable candidate for the role.   
 
Applications to be either emailed to rose@wemtownhall.co.uk or posted to Rose 
Horner, Wem Town Hall, High Street, Wem, SY4 5DG 
 
Closing Date for applications: - Friday 15th September 2017, 4pm 
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