ST EDWARD THE CONFESSOR, ROMFORD
JOB DESCRIPTION: PART-TIME CARETAKER
St Edward’s Church are excited to offer a Fixed term contract (for an initial period of 6 months with possible extension) for a part time Caretaker in the day-to-day management of St Edward’s Church and the Wykeham Centre.
Reports to:
The line management for the post will be exercised by the Parish Administrator, in liaison with St Edward’s Church Vicar and the Churchwardens or in their absence a member of the Parochial Church Council (PCC). 
It is expected that regular meetings will take place with the Vicar and/or a member of the PCC, to ensure that tasks and priorities remain aligned with the overall needs of the Church. 
Day to day liaison will be via the Parish Administrator. 
Location:
St Edward the Confessor Church and the Wykeham Centre, Market Place, Romford RM1 3AB.
Hours:
We expect the successful candidate to work regular, committed hours each week when our office is open — for example, three days per week between Monday-Friday 0900-1200 — to ensure consistency and reliability for the running of the church and Wykeham Centre. 
However, as part of church life, there will occasionally be a need for some flexibility, such as adjusting hours to support special services, community events, or maintenance requirements. When such occasions arise, these will be agreed in advance wherever possible to accommodate mutual convenience.
Salary:
The post is for 12hrs per week, with additional hours available regarding access to the letting of the Wykeham Centre. Salary is £8034 PA.  Leave: 7 days PA plus Bank Holidays. (Both based on a 12-hour week). 
Proposed regular hours: 0900-1200, three days per week. 
Purpose of the Role:
The main purpose of the role is to support the Vicar and Churchwardens in the day-to-day management of St Edward’s Church and the Wykeham Centre, by maintaining the good order and cleanliness of St Edward’s Church, Church House & Wykeham Centre through the duties listed at Annex A. 
At evenings and weekends, there may be a requirement to close the church, the Wykeham Hall or Church House for out-of-hours bookings (1900 onwards).
Behaviours:
St Edward’s Church prides itself on being a welcoming church – we expect all representatives of the church to behave in line with our ministry and values. 
We are particularly looking for someone who can act independently, can demonstrate integrity, honesty, and has the ability to demonstrate good interpersonal skills. 
Process:
Please provide an up-to-date CV outlining your skills and experience for this role. Please send your application to: vicar@stedwardsromford.com  For the attention of Jo Sheppard
We would also ask you to provide two references (one can be a character reference and one from previous employment). On receipt of your CV, you may be invited in for an interview. 
We will seek references and for our key roles we do require a DBS check both of which will be sought before employment. 
Closing Date:  5pm on 30th November 2025

ANNEX A

Caretaking Tasks for the Church and Wykeham Centre:
1. We work closely with a wide range of volunteers both internally and externally to the Church. Our volunteers can assist with various tasks such as cleaning, gardening and other maintenance activities. We would expect the successful candidate to work well with all volunteers and where appropriate, organise and coordinate working patterns in collaboration with the Vicar and/or PCC members.
2. Clearing weeds and litter in the Car Park and Churchyard as required.
3. Booking contractors for routine maintenance visits, conducting routine minor repairs in the church and Wykeham Centre, liaising with the Nursery over maintenance issues, checking the maintenance book in the Wykeham Hall, clearing low-level gutters. 
4. Managing the church and Wykeham Centre heating and lighting. Managing the automated car parking permits, issuing single day parking permits and submitting photographs to Flash Park.
5. Moving furniture as required (eg Crib, Easter Garden, Christmas/Summer Fair), arranging furniture for services, etc.
6. Conducting a visual check of the church fabric and churchyards and reporting issues and taking forward as necessary.
7. Security: challenging anti-social behaviour in the church or churchyards.
8. Occasional duties, planned monthly, flexible and as required (3.5hrs pw)
9. Opening up and locking of church premises in the absence of the Vicar/Parish Administrator.
10. Preparation and clearing away of AV equipment and seating for a range of events: i.e. School Services, Concerts. Please note these are not regular events.
11. The Wykeham Hall or Church House may be booked for private functions and parties which often take place out of hours or at weekends, in which cases there may be a requirement to open and/or close the Wykeham Hall for such bookings. This is paid at an additional special rate.
12. The flexibility to accommodate the occasional special event on Sundays.
13. We have cleaners in the church but there will be some minor cleaning duties to the ensure that the church is maintained well and is a welcoming environment such as cleaning the toilet, removing rubbish and emptying bins etc.
14. The successful candidate is an ambassador of St Edward’s Church, therefore, we expect you to undertake these duties with a positive mindset and support us in providing an environment where everyone feels safe and welcomed.
15.  This is not an exhaustive list, and other specific duties may be directed by the Parish Administrator / Churchwardens / the Vicar / PCC members.
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