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College Porter 
Job Description

Gonville & Caius is one of the oldest and largest Colleges of the University of Cambridge. Founded in 1348, it combines the best of Cambridge tradition with 21st century teaching and research.
Caius’ beautiful Old Courts are located right in the heart of Cambridge. The College is home to an academic community of around 780 undergraduate and postgraduate students, together with 110 Fellows and almost 200 staff.
Gonville & Caius College is looking for an enthusiastic and people minded person to join the Porter Lodge Team.
Summary and purpose of the role
Porters are the principal interface with Fellows, staff, students, conference delegates and visitors to the College.  They have a wide responsibility for the security of the buildings and the safety of the people who use them.  The duties are principally undertaken at the Old Courts in the centre of Cambridge, Harvey Court on West Road and any other central location owned by the College.  
Responsible College Officer: 
Operations Director

Responsible to:


Head Porter
Reporting to:



Deputy Head Porter/ Senior Porter
Primary responsibilities
· Carry out security and fire safety checks of College areas as required by the Head Porter.  

· Ensure that any breaches of security are dealt with promptly, reporting and logging all such incidents and where necessary informing the Police and other authorities.

· To be responsible for carrying out patrols of the College grounds and off site hostels in line with agreed timetables and rotas.

· To be responsible for the locking of gates/doors and regular security checks at dates and times agreed and requested by the Head Porter

· Monitor Closed Circuit Television (CCTV) within the College.

· Respond to Fire alarm and intruder alarm calls and to take the appropriate action required.  Liaising with the Emergency Services when necessary.

· Ensure that accidents and illness are dealt with promptly and appropriately and to inform Tutors, Heads of Department and the College Nurse when necessary.  To ensure that details of all accidents are recorded in the accident book.
· Issue keys to authorised persons and record such issue and return of keys and to report any loss or compromise of keys immediately.

· Ensure all incoming mail to the College is promptly sorted and distributed and to ensure that all outward mail is promptly and correctly processed.

· Ensure that all students are offered assistance and, where appropriate, firm guidance in day-to-day matters.

· Carry out regular checks of the car parks to prevent unauthorised parking.

· Perform duty in the Porter’s Lodge, ensuring that an appropriate standard of dress, courtesy and conduct is presented to all people conducting routine business at the Lodge. 

· Carry out Chapel duties in University Term.

· Carry out Formal Hall duties during University Term.

· Carry out regular checks of computer rooms and library to prevent unauthorised activities.

· Secure all offices and public rooms during silent hours by carrying out the College lock up procedure.

· Drive College vehicles as and when required by department management

· Undertake such other relevant duties as may be determined by the Head Porter.

Person Specification
Essential attributes
· Ability to communicate with people at all levels.

· IT literate

· Working knowledge of security and safety issues

· Ability to write basic reports, and provide verbal feedback when required

· Willingness to learn new skills

· Either First Aid Trained, or be willing to undertake training

· Initiative, common sense, good humour and adaptability.

· Full clean driving  licence
· Hold a full clean UK driving licence

Salary

The salary for the post is £21,277 per annum for a 38.5 hour working week.

Hours of work
This is a full time post.  The standard working week is 38.5 worked within a 6 day shift rota system comprising of 2 days shifts, 2 late shifts and 2 days off. It is a contractual requirement that you agree to undertake a minimum of 12 overtime shifts per year which are paid at overtime rate. 
General
The appointment will be subject to a six-month probationary period.  The annual leave entitlement is 33 days (including Bank and public holidays). A free meal is provided for staff whilst working more than 4 hours per day. The College automatically enrols eligible staff into the Universities career Revalued Pension Scheme from the first day of employment. The College provides Medicash, a medical cashback scheme, which gives cashback for such things as dental and optical treatment, prescriptions and complementary therapies. A subsided gym is available on site.
Health and Safety
All staff must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 

Completed applications forms should be returned to:

The Personnel Officer
Gonville & Caius College

Cambridge

CB2 1TA

Email: jobs@cai.cam.ac.uk
The closing date for applications is midday on Wednesday 3 January 2018
College Background

Gonville & Caius College has a colourful history and owes its unusual name to the fact that it was founded twice. It was first founded in 1348 as Gonville Hall by Edmund Gonville, the rector of Terrington St Clement in Norfolk. Our second founder, John Keys, adopted a Latin form of his name, Caius (still pronounced Keys). Caius was a student at Gonville Hall before studying medicine at the University of Padua. Gonville Hall survived on modest means until Caius returned to find his old college in a dilapidated state. He set to work extending the College buildings and re-established the College in 1557.

The College is located on two main sites, Trinity Street in the centre of Cambridge and West Road, just across the Cam.  Administrative, catering and residential accommodation is in the main College buildings in Trinity Street.  In West Road, the Stephen Hawking Building and Harvey Court provide additional student accommodation, and conference facilities are available in the Stephen Hawking Building.

The College comprises some 530 undergraduate students, 250 graduate students, and 110 Fellows (lecturers, professors and other senior academic researchers and teachers) and almost 200 staff. The College community plays a significant role throughout the University. Our students come from all over the world and our undergraduates study all the subjects offered in the University. Our postgraduates play a vital role in the research activities of the wider University. Our Fellows have globally renowned research expertise, ranging from Ancient History to Cosmology and are all recognised as leaders in their fields.

The College has exceptional facilities: beautiful buildings around the Old Courts in the city centre, as well as modern en-suite accommodation set in extensive gardens just over the river at its West Road site. The College is equipped with excellent teaching and research resources, including an outstanding library and full computing facilities, (including a computer network covering all student rooms). Most importantly, the people of Caius have a spirit of endeavour and excellence which is as relevant today as when the College was first founded nearly 700 years ago. To find out more about the College, its history, research activities, teaching and day-to-day life, please explore our website on www.cai.cam.ac.uk

