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	Job Description
	

	Job title
	College  Relief Porter

	Department
	Operations                                                 

	Reports to (Position Title)
	Deputy Head Porter/ Senior Shift Porter


This document outlines the output and key accountabilities required of the post holder, as well as skills, qualifications and experience needed in order to carry out the role. It is not a definitive list.
	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.  

The post is on an adhoc basis to cover sickness and holidays on day, evening and night shifts.  There is the opportunity to request particular shifts but must be available at short notice as and when required.  A uniform and a meal/meal allowance are provided whilst on duty.

	


	Background information

	Based at
	Gonville and Caius College, Trinity Street, Cambridge.  

	Hours of work
	0 hours contact / casual worker / ad hoc basis

	Qualifications
	GCSE level or equivalent

	Skills
	· Working knowledge of security and safety issues

· Ability to communicate at all levels
· IT Literate 

· Customer service skills

· Initiative, common sense, good humour and adaptability.

	Work experience
	Experience of University and/or College environment and customer service would be an advantage


	Main duties and Responsibilities 
	Time / Frequency

	· Carry out security and fire safety checks of College areas as required by the Head Porter.  
	As required        

	· 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.
	As required        

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

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

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

	· 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.
	As required        

	· Issue keys to authorised persons and record such issue and return of keys and to report any loss or compromise of keys immediately.
	As required (Daily)     

	· 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.
	As required  (Daily)      

	· Carry out regular checks of the car parks to prevent unauthorised parking.
	As required (Daily)        

	· 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. 
	As required (Daily)     

	· Carry out Chapel duties in University Term.
	As required        (Evenings in Term)

	· Carry out Formal Hall duties during University Term.
	As required        (Evenings in Term)

	· Carry out regular checks of computer rooms and library to prevent unauthorised activities.
	As required        (Daily)           

	· Facilitate the arrival and departure of conference and Bed and Breakfast guests.
	As required        (Daily )          

	· Secure all offices and public rooms during silent hours by carrying out the College lock up procedure.
	As required        (Daily)           

	· Drive College vehicles as and when required by department management.
	As required        (Daily)        

	· Undertake such other relevant duties as may be determined by the Head Porter.
	As required        (Daily)           


	Further Information relevant to the role



	Is the role subject to a valid DBS check?
	Yes

	Training requirements:
	· Mental Health Awareness

· Working knowledge of PREVENT

· Fire Extinguisher training

· Fire Evacuation Chair training

· Manual Handling training

· Intensive College Porter training programme

	IT / Systems access requirements:
	· Use of Accommodation database
· Porters Lodge diary
· Microsoft Outlook

· Camsis (student information database)

	Budget responsibilities:
	No


Team Responsibilities

· Participate in team meetings when required.

· Share ideas for improvements. 

· Help other employees when you have spare capacity or time. 

· Help cover staffing shortfalls when required.

· Help to keep the department calm by working well and showing consideration for others.
This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests which are up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job or the overall level of responsibility.
Health and Safety
All employees 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. 

Continuous Professional Development

Caius is supportive of continuous professional development.  The Cambridge Colleges Group (CCDG) runs a training programme specifically aimed at professionals working in development across the University, including an annual conference and working groups and seminars.
	Person Specification


	Job title
	College Releif Porter

	Department
	Operations

	Reports to (Position Title)
	Deputy Head Porter/Senior Shift Porters


	
	Criteria
	Essential

/Desirable
	Assessment Method:
A = Application
I = Interview
T = Test

	Qualifications and Training 
	· Current First Aid Training Certification or willingness to undertake training.
	Essential
	A, I

	
	· Current full, clean UK Driving Licence.
	Essential
	A

	Knowledge, Skills & Proven abilities
	· IT Literate.
	Essential 
	A, T

	
	· Working knowledge of security and safety issues.
	Essential 
	A, T, I

	
	· Writing of basic reports and providing verbal feedback when required.
	Essential 
	I

	
	· Ability to Communicate at all levels.
	Essential
	I, T

	
	· Understanding of the principles of Health and safety 
	Desirable
	A, I

	Behaviours
	· Demonstrate initiative, common sense, good humour and adaptability.
	Essential
	T, I

	
	· Able to observe confidentiality.
	Essential
	T

	
	· Competent, reliable and conscientious with the ability to take direction, work in a team and use own initiative.
	Essential
	I

	
	· Capable of developing and maintaining effective working links with Alumni, the Fellowship and other members of staff.
	Essential
	T, I

	
	· Demonstrate a high standard of personal appearance.
	Essential
	I

	
	· Ability to embrace change and a willingness to learn new skills.
	Essential
	I
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