
 

PROGRESS HOUSING GROUP 
 

JOB DESCRIPTION 
 
 

Post Title: Caretaker Assistant Grade: TBC 

Department: Neighbourhoods Post No: ANC/PHG/01 

Responsible to: 
Neighbourhood Caretaker Team 
Leader 

  

 

Job Purpose 

To provide a high quality service to customers in line with the Group’s policies and procedures.  To 
identify areas where contracts are not being adhered to and ensure that the appropriate action is 
taken, including cleaning the area if appropriate. To assist the team by providing support with 
Neighbourhood duties and responsibilities.    

Specific Duties 

1. Dealing with estate cleanliness and appearance, including the removal of bulky items and 
general tidying as required by the team and customers. 

 
2. To support the Neighbourhood Team in managing the estates and assist with tasks where 

needed. 
 
3. Report any problems/issues/repairs encountered during the working day to the relevant 

person and ensure policies are adhered to. 
 
4. Assist the Neighbourhood Team to ensure general tidiness in communal areas, including 

flagging, bin storage, clearing rubbish, and cleaning graffiti. 
 
5. Remove bulky household items as scheduled and providing a secondary presence were 

needed for health and safety. 
 
6. Assist the Neighbourhood Team to publicise details of environmental improvement proposals 

or services for the area, e.g., delivering leaflets, updating noticeboards etc.   
 
7. Maintain any vehicle in a clean condition and carry out the required vehicle checks, reporting 

any defects found. 
 
8. Introduce yourself to customers where required, show proof of identity and explain the nature 

and purpose of your visit or role. 
 
9. Be aware of and adhere to all the relevant regulations, policies and processes.   

 
10. Undertake projects within the community and work with tenants to improve the services we 

provide in the community. 
 

11. Undertake gritting where instructed. 
 
12. Undertake work in conjunction with other teams and be willing to co-operate with colleagues 

to effectively and efficiently deal with enquiries. 
 

13. To work collaboratively with contractors 



 

14. To assist the caretaker with admin duties such as reporting issues to relevant teams and 
writing up walkabouts and documenting images captured.  

 
15. Basic manual duties such as digging, shovelling and planting.  

Corporate Responsibilities 

 
1. Comply with the Group’s IT Security, Equal Opportunities, Customer Care, Data Protection, 

and Health and Safety Policies. All colleagues are responsible for taking care of their own 
health and safety and that of others who may be affected by what you do at work. Colleagues 
must not misuse anything provided in the interests of health and safety, or bring items from 
home for use at work; unless specifically authorised to do so. You must comply with the 
Group’s Health and Safety Policy which describes specific health and safety responsibilities 
for this post, within its appendices.  Further information is available from the Group’s Health 
and Safety Team upon request. 

 
2. To undertake any training considered relevant to the performance of the duties of this post in 

furtherance of the Group’s objectives. 
 
3. Adopt a corporate, co-coordinated and co-operative approach to working. 

 
4. This post may require the post holder to use a mobile telephone and electronic tablet to 

enable them to undertake their role. The post holder must follow the Group’s policies in 
relation to the use of mobile phones and electronic tablet and to take appropriate care of 
such equipment. 

 
5. Any other duties to reflect the changing workloads and priorities within the department. 

 
6. At all times present a professional, customer focused image for the organisation. 
 

 

 

Signature:  Date:  

 
 
 



 

PROGRESS HOUSING GROUP 
 

PERSON SPECIFICATION 
 

Post Title: Caretaking Assistant Grade: TBC 

    

Department: Neighbourhoods Team Post No:  

 

CRITERIA 
ESSENTIAL/ 
DESIRABLE 

METHOD OF 
ASSESSMENT 

QUALIFICATIONS 
 
Willingness to undertake training 
 
 

 
 

D 
Application Form/ 

Certificates 

RELEVANT WORK EXPERIENCE  
 
Dealing with members of the public 
 
Working as a member of a team 
 
Ability to communicate at all levels  
 

 
 

D 
 

D 
 

D 

Application Form/ 
Interview/Assessment 

KNOWLEDGE  
 
Appreciation of issues affecting Social Housing 
 
An ability to work independently when necessary 
 
Manual lifting and handling awareness 
 

 
 

D 
 

D 
 

D 

Application Form/ 
Interview/Assessment 

BEHAVIOURAL SKILLS 
 
Willing to accept constructive feedback 
 
Recognition of importance of keeping appointments 
 
Commitment to customer care 

 
 

E 
 

D 
 

E 

Application Form/ 
Interview/Assessment 

 
 

 


