
 

December 2024 

Title of Post – Community Caretaker 

Compensation – £12.30 / hr., Casual Workers contract, paid at end of month.  Shifts typically 1-8 hours, mostly 

regular events but many are one-off, we are working towards shifts being available every day and evening. 

Hours – Shifts would typically be from 2-15 hours per week currently.  The contract is a casual worker 

agreement.  Minimum payment is for 1 hour for any shift after which shifts are logged up to the minute and 

all added up at the end of the month. 

Location – Carnegie Library Hub, 192 Herne Hill Road, SE24 0DG 

Positions Available – We are looking for an individual to be part of the team of Community Caretakers to 

cover both regular and one-off events.  The candidate must live within 2 miles of the  Hub. 

We’re looking for a Community Caretaker who can 

• greet and welcome partners into the Hub 

• co-ordinate partner setup and take down 

• lead on security, safety and customer service  

• be hands-on; from hanging posters to building furniture 

• and much more varied things that a grade II listed community hub building can throw at us! 

If you like 

• contact with the community 

• showing leadership and demonstrating safety and security with our partners 

• to support the Carnegie libraries service 

• heritage grade II listed buildings 

• working for a community business 

• flexible work 

• diverse range of practical responsibilities 

Then this post could be ideal for you!  



Description 

The Carnegie Community Trust CIO runs the Carnegie Library Hub which is a community hub that runs 

alongside the library and gym, both run by Lambeth.  We are undergoing a stage of expansion, increasing the 

utilization of the rooms, understanding what the community wants as well as looking for financially viable 

options to secure the future of the building for the use of the community. 

We are seeking reliable self-sufficient individuals who can demonstrate initiative and who can assist with 

facilitating the room bookings under the direction and management of the Hub office team.  This role is an 

excellent opportunity for a local person who has defined availability and is keen on engaging with the 

community through the Hub and assisting its community and the Carnegie building objectives.  We are 

especially keen on local people applying who are interested in community engagement. 

We would be looking to establish a regular pattern for some weekly events but also cover for irregular one-

off bookings such as kids' parties.  The caretaker role would stay onsite during the booking duration and 

there will be other events or building related tasks to help with under the direction of the Hub team which 

add to the teamwork within this community business and provide interesting job variation.  For example, 

you may be asked to help with anything from constructing furniture, to emptying the dishwasher to printing 

and hanging posters. 

DBS check will be required but a conviction would not automatically prevent appointment. 

When applying for the role please indicate which times you are likely to be available for caretaking. 

Please send your CV and, if possible, a short covering letter telling us why you would be a good candidate for 

this role to info@carnegiecommunitytrust.org.uk.  Alternatively contact us if you want to discuss before 

applying.   

Skills, Experience & Qualifications 

• Experience of partner, community or volunteer management and excellent customer service. 

• Ability to demonstrate experience of leadership that would be required for safety, security, fire and 

respect for the neighborhood.  

• Ability to work as part of a distributed team of community minded individuals, all of whom work part 

time for the benefit of the library, heritage building and community. 

• Ability to receive management and ownership of tasks from the Hub team and clearly communicate 

progress. 

• Experience that demonstrates leadership on safety and security at all times when in the building. 

• Confidence to intervene politely but firmly and direct both partners and the community when 

something isn’t right. 

• Ability to do cleaning before or after partner events. 
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• Ability to move, setup and take down furniture and equipment in a safe way and that is respectful of 

the heritage building. 

• Demonstrate an appreciation of buildings management, buildings maintenance and issues specific 

to listed buildings. 

• Able to communicate clearly and promptly with the Hub team through email, text and WhatsApp to 

book shifts. 

• Basic use of Microsoft Office 365 products in order to agree shifts, log hours, read Hub emails, 

communicate and track issues. 

• Training in Health and Safety is desirable.  

• Training in Fire safety is desirable. 

Responsibilities 

1. Predominant caretaker hours will be 3pm-10pm weekdays and 8am-9pm weekends.  There will be 

opportunities to cover daytime 8am-3pm especially for holiday cover. 

2. Assist the Centre Manager in hiring out rooms in the Community Hub. 

a. Opening and closing the building during unsocial hours when the building is not already 

open with other users.  Liaise with the other users of the building during the opening and 

closing, principally the library staff. 

b. Ensure that facilities such as water, heating and other utilities are functioning when the 

rooms are hired out. 

c. Ensure security, safety and fire standards are followed for the building during any event. 

d. Setting up for events; moving folding tables and chairs, mostly on trolleys, to the relevant 

rooms and setting them up.  Setting up might also include moving and setting up digital and 

electrical equipment, screens, speakers, urns, etc. therefore supporting anything provided by 

us which is hired out. 

e. Clearing up after the event; reversing the setup, putting trolleys back to correct storage. 

f. Be prepared to enforce our standards of behavior, respect, tolerance and treatment of the 

building with all clients. 

g. Cleaning after the events, for example sweeping up afterwards and clearing up any rubbish 

and mopping up any spills or sticky areas. 

h. Report any issues with the booking to the Hub team, for examples issues with the booking or 

client. 



i. Communicate with the client offering friendly welcome, clear terms of behavior, and being 

able to resolve conflicts that might arise with other Hub or Library users. 

3. During events, between the setup, clear up and client management, utilize the time to assist in 

running the hub for example clearing up, ensuring standards of equipment, stacking or unstacking 

the dishwasher, dealing with refuse, arranging rooms or equipment to do with longer term projects 

or future events.  We are seeking individuals who will show initiative on behalf of the hub. 

4. Communicate with the Hub team promptly through email, text or WhatsApp regarding shift 

allocations. 

5. Record and report any maintenance concerns to the hub team or the Trustees. 

6. Ensure that the whole site and all buildings are safe and secure from all intruders, vandalism and 

trespassers, ensuring that all doors, windows and gates are closed and/or locked so that the site is 

secure before leaving.   

7. Take appropriate responsibility to the post for ensuring that the Community Hub is inclusive and 

welcoming to all. 

8. The postholder will agree shifts with the Centre Manager recording their hours regularly on a 

spreadsheet. 

 

 

 

 


