
 

 

 
 

Caretaker 

Application Pack 

Salary £8 per hour  

Flexible 12 Months’ Fixed Term Contract 

(flexible 4 hours per week) 

Closing Date: 30th April 2017 

 

                    



 

Welcome  

 

We are really pleased that you are interested in joining our team. 

This is a really exciting time for Girlguiding North West England as 

over the last two years we have reviewed our governance 

structure, developed our five-year strategic plan and reviewed our 

staff team to ensure that we meet the objectives of the charity in 

an effective and efficient manner. 

While Girlguiding’s young members may be female only, we 

welcome applicants from any gender and background.  We are 

really proud to be the lead volunteers for Girlguiding North West 

England and we hope that after reading the application pack, you 

feel inspired to join us.  

Best wishes 

       
Julie Bell     Mel Price & Bekky Ashmore 

Region Chief Commissioner  Assistant Region Chief Commissioners  

  



 

About Girlguiding 

Girlguiding is the leading charity for girls and young women in the UK and the largest 

female-focused charity, with over half a million members who are active in every part of 

the UK, delivering 30,000 guiding meetings a week that give girls and young women a 

space where they can be themselves, have fun, build brilliant friendships, gain valuable 

life skills and make a positive difference to their lives and their communities. Through 

these weekly meetings our girls and young women are exposed to fabulous age-

appropriate opportunities.  

 

Our youngest group, called Rainbows (girls aged five to seven; four to seven in Northern 

Ireland), follow a programme called the Rainbow Roundabout. They take part in lots of 

different fun activities such as exploring the wider world through interactive games and 

unique events.  

 

Brownies are girls aged seven to ten who follow a programme called the Brownie 

Adventure. Being a Brownie opens up a world of exciting challenges and the opportunity 

to try new things such as camping adventures and once-in-a-lifetime events like sleeping 

overnight in London Zoo. 

 

Guides are girls aged 10 to 14 who are given the chance to develop their individual skills 

and abilities, to explore their attitudes and develop their personal opinions, and to try 

out new challenges as part of a team. Guides can get involved in anything from 

adventure sports to performing arts, travel and taking part in social action projects. 

Guides also have an annual pop concert just for them called the BIG GIG!  

 

The Senior Section offers young women aged 14 to 25 the opportunity to develop their 

skills and abilities through a flexible and inspiring programme. Our oldest youth 

members are offered a huge variety of challenges, activities and opportunities for 

personal development, including overseas development projects, young leadership and 

advocacy.  

 

Girlguiding is made up of nine Regions and countries of which Girlguiding North West 

England is one. 

 

 

 



About Girlguiding North West England 

Girlguiding North West England is made up of 17 Counties from the top of Cumbria to the 

bottom of Cheshire and across to Wirral and Merseyside (click here to see a map).  It has 

around 67,000 members of which around 11,000 are adult volunteers. 

The charity is led by key volunteers who work together to deliver the strategy, 

supported by a staff team based at our Region Headquarters in Preston.  Our structure is 

shown on page 9. 

Our Commitment to Girls  
By 2020, we will empower more girls to find their voice and be their best through high- 

quality, girl-led programmes delivered by inspirational Leaders.  

      

Our Vision  
An equal world where all girls can make a positive difference, be happy, safe and fulfill 

their potential.  

 

Our Values  
Caring   Challenging   Empowering   Fun   Inclusive   Inspiring  

 

  

http://www.girlguidingnwe.org.uk/the-region/north-west-region


The Role 
 

Overall purpose of job 
 

To respond to the needs and priorities of the Region Office; ensuring that the building is 
secure, clean and well-maintained.  
 

Main areas of responsibility 
 

To provide efficient and effective caretaking support to Girlguiding North West England; 

ensuring the security and general appearance of the building and surrounding areas are 

maintained in accordance with the required standards. 

 
Security  

 Un-setting and setting the office alarm system. 

 Monitoring and administering the CCTV system. 

 Overall security of the office premises including the locking of all windows, doors 

and gates. 

 

Lettings 

 Opening and closing, unlocking and locking the office and gates for meetings or 

events outside of the usual office hours.   

 Preparing meeting rooms for meetings and events, as required. 

 Ensuring that customers using the meeting rooms have access to and are able to 

use all equipment, and that they know who to contact should they need support. 

 

Cleaning  

 Cleaning of designated areas of the office (both internally and externally) to the 

highest possible standards. 

 Carrying out periodic cleaning of all internal surfaces (desks, light fittings, 

skirting boards, acoustic panels, tops of doors etc.). 

 Vacuuming of carpeted areas. 

 Wiping, polishing and dusting of designated areas. 

 Emptying and cleaning bins. 

 Cleaning of toilets and toilet areas, and replenishment of toilet rolls and other 

disposables. 

 Washing of hand and tea towels; ensuring clean towels are available in the 

kitchen and toilet areas. 

 Cleaning of glass doors and windows (both internally and externally).  

 Straightening of furniture and general tidying up of designated areas. 

 Cleaning of patio entrance and garden areas. 

 Cleaning of external signs and panels. 

 Ensuring that external rubbish is stored appropriately. 



 Sweeping of the main entrance, garden and car park areas; picking up litter and 

taking responsibility for the removal of all debris. 

 Taking responsibility for monitoring and ordering all cleaning supplies and 

equipment. 

 

Maintenance  

 Carrying out minor repairs and maintenance to the office, fixtures, fittings, 

painting and equipment, which are not beyond the scope of the post holder. 

 Drawing the attention of the Operations Manager to any repairs or maintenance 

work, which is beyond the competence and responsibility of the post holder. 

 Directing workmen and contractors to the sites of repair and maintenance work 

and inspecting the work of contractors. 

 Ensuring that clear passage is maintained on fire escape routes. 

 Undertaking grounds maintenance of the car park, garden and patio entrance and 

garden areas. 

 Regularly checking the roof area for pooling, debris, plant growth etc. 

 Keeping all hard surfaces free of moss and weeds. 

 Regularly disinfecting drains and dustbins. 

 Keeping paths and entrances free of ice and snow to ensure the safety of visitors 

and staff. 

 Testing the fire alarm system weekly and maintaining the test register. 

 

This role has no line management responsibility. 

 

Additional information 
 The role is based at Girlguiding North West England Headquarters, Preston 

 Due to the nature of the work, regular weekend and out of hours working will be 

required across North West England for which time off in lieu will be offered. 

 You may be required to undertake any other duties that may reasonably be 

required to fulfil the requirements of this post. 

 You will be expected to actively promote the Girlguiding North West England 

vision, mission and values. 

  



The Person 

Criteria Assessment 
Essential / 
Desirable 

Knowledge of 

Girlguiding Structure, Policies and Procedures A/I D 

Membership Organisations A/I D 

Volunteer recruitment and retention A/I D 

Youth recruitment and retention A/I D 

Experience of 

Maintenance/DIY A/I E 

Gardening A/I E 

Cleaning A/I E 

Property management A/I D 

Skills 

Ability to manage a varied and complex workload A/I E 

Planning and organisational skills A/I E 

Ability to investigate problems and provide solutions A/I E 

Ability to work proactively and on own initiative to 
meet set deadlines A/I E 

Ability to work accurately and pay close attention to 
detail A/I E 

Ability to build positive relationships with staff, 
volunteers and contractors A/I E 

Excellent verbal communication skills A/I E 

Able to work as part of a team  A/I E 

Ability to positively represent Girlguiding externally I E 

A full driving licence and access to transport   A D 

Values 

Flexible attitude to work A/I E 

Commitment to the aims of Girlguiding A/I E 

Understanding of equality and diversity in the 
workplace A/I E 

Understanding of the contribution volunteers make 
to charities A/I E 

 



Employment Details 

 

Contract Type 
Flexible 4 hours per week on a fixed term, 12 month contract.  Operating flexibly to 

meet the needs of the organisation and its strategic plan. 

 

Location 
The position will be based at Girlguiding North West England’s Headquarters, Guiding 

Road, Preston PR2 5PD.   

 

Salary/Rate 
The salary for this post is £8 per hour. 

 

Working Hours 
Normal working hours are 4 hours per week, these will be flexible to meet the needs of 

Girlguiding North West England. There will be some weekend and evening work, which 

will be agreed in advance. 

 

Probationary Period 
The post will be subject to a probationary period. 

 

Disclosure and Barring Service Check 
This post may involve access to young people and as such it is a requirement under The 

Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 that you may be required 

to submit a Disclosure and Barring Service check. 

 

Holidays 
25 days’ paid holidays per annum plus bank holidays (pro rata for part time hours) 

 

Notice Period 
Following the probationary period, the notice period required by both parties is three 

months. 

  



 

Benefits 

 
Pension Scheme 

Upon completion of three months’ service you will be eligible to join the Girlguiding 

Group Personal Pension scheme. The scheme is contributory. Full details are available 

from Girlguiding NWE. 

 

Employee Supported Volunteering 

As an organisation that relies on volunteers, we consider it important to support our own 

staff to pursue their social action and community engagement interests. Staff who 

volunteer are entitled to two days of paid volunteer leave a year. If the volunteering is 

within Girlguiding this rises to four days.  

 

 

Further Information 
Full terms and conditions will be provided if an offer is made. If you have any questions 

at this stage please contact Caroline Conry on 01772 791 947.  

 

How to Apply  
The closing date for applications is 5pm on Wednesday 30th April 2017.  To apply for the 

role, please complete the application form and return by email to 

caroline.conry@girlguidingnwe.org.uk    

 

Candidates shortlisted will be invited to attend interviews during week commencing 10th 

May 2017.  Interviews will be at Girlguiding North West England, Guiding Road, Preston 

PR2 5PD.  

 

Unfortunately we are unable to give feedback to applicants not shortlisted for 

interviews. We do provide feedback upon request to candidates interviewed.  
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