Hall Keyholder/Caretaker
 Keyholder/Caretaker Role Purpose
As a hall keyholder/caretaker, you play a vital role in ensuring the safety, security, and smooth operation of the hall, providing a welcoming space for all users.
Job Title: 		Keyholder/Caretaker
Employed by: 	The Parochial Church Council (PCC) of Steyning Parish Church
Responsible to: 	 TBC
Hourly rate: 	 	£13.45 per hour
Hours: 		This role is based on a minimum of 3 hours per week plus occasional extra hours as required subject to agreement by the Office Manager.  
Holidays: 		Agreed by negotiation with your line manager.  
Base: 			Penfold Hall, Steyning BN44 3YB (and from home, as above) as required.
Contract:		Contract for services, subject to eligibility.  This is a permanent role.
Training & mentoring: Training and development opportunities will be provided, as appropriate.
Start date:		By mutual agreement	
Duties
Access and Security
· Opening and closing the hall at designated times.
· Ensuring all doors and windows are securely locked when the hall is not in use.
· Managing and keeping track of all keys, including issuing them to authorised personnel when necessary.
· Reporting lost or stolen keys promptly to the Office Manager.
· Monitoring access to the hall and ensuring that only authorised individuals enter.
· Be the first point of contact in an emergency, responding to and liaising with the police out of hours as needed.
Maintenance and Safety
· Checking the hall for any safety hazards (e.g., fire exits, trip hazards) before and after events.
· Ensuring emergency exits are accessible and unobstructed at all times.
· Responding to reports of maintenance issues, e.g. leaking toilet, lights, and where possible, resolving them.
· Reporting maintenance issues that cannot be resolved (e.g., broken locks, heating) to the Office Manager.
· Monitoring and replenishing consumables and advising the Office Manager of low stocks to be replenished.
· Assisting with routine inspections as required.
· Ensuring that annual servicing and maintenance of equipment and facilities is completed as required.
Support for Events and Users
· Meeting new hirers to explain the facilities, Health and Safety requirements and procedures.
· Regulating the heating system, if required, to ensure that an adequate level of heating is maintained while ensuring unnecessary usage is avoided.
· Setting up and taking down and storing equipment afterward for agreed events.
· Providing access to the hall for events, meetings, and bookings.
· Assisting users with queries about facilities, equipment, or hall rules.
· Ensuring the hall is left in a tidy condition after use, including checking for forgotten personal items.
· Resetting alarms or security systems if triggered accidentally.
· To monitor the activities in the Hall to ensure that hirers comply with the Hall’s Conditions of Hire and other statutory requirements.
Administrative Duties
· Maintaining a logbook of incidents and keyholder activities.
· Communicating regularly with the Office Manager regarding schedules, issues, and updates.
· Complete monthly timesheets and submit to the Treasurer on or around the 1st of each month.
· Attending relevant meetings or training sessions as required.

Note: You may be occasionally called out at unsociable hours or at weekends to deal with security issues, make emergency repairs or allow access to any contractor who may be working at the Hall.


Person specification
Physical requirements
· Fit and able to carry out duties
· Ability to work at high levels with appropriate equipment
· Ability to deal with some manual handling
Personal qualities and attitudes
· Enthusiasm
· Loyalty, good timekeeping
· Trustworthy and honest
· Reliable
· Demonstrates excellent social skills
· Flexibility
· Assertive
Skills
· Use practical skills to improve the site and buildings
· Deal with emergencies and problems in a positive and systematic manner
· Be proactive and work on own initiative
· Communicate effectively (both orally and in writing) to a reasonable standard
· Able to use basic computer functions such as email and accessing data online, for example viewing the online hall calendar
Other
· Must live in or close to Steyning and if not within walking distance have a driver’s license and car
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