Porter Job Description for One Warrington Gardens
[bookmark: _GoBack]
As the Porter your responsibilities are for a 5-day week, eight-hour day from 7.30 am to 3.30 pm with a one hour paid break for lunch:
· To assist residents at all times together with their guests and visitors. It should be remembered that your duty is to the residents as a whole and any assistance given to any individual should not detract from your duties required to the whole.
· To ensure that you are always courteous, polite and positive to residents, guests, suppliers and the public in general.
· To monitor all persons at the property and ensure they have a right to be present.
· To answer the telephone and deal with general enquiries. 
· To keep a daily log of activities on site, recording suppliers' and workmen visits and any non-recurring events & make a weekly report to the Managing Agent.
· To monitor the presence of workmen around the building and supervise their activities to ensure minimum disturbance to residents, and that house rules are adhered to. 
· To receive and log deliveries.
· To be present in the Reception/Lobby area during designated hours (except when called away on matters relating to the building or carrying out periodic security checks).
· To log any incidents of disrepair and breakdown including all building defects to the lifts, CCTV, fire alarm or emergency lighting and all communal facilities including water system, ventilation system, emergency generator, garage gates, shutters, aerial systems, hallway and landing lighting.  To change light bulbs if easily accessible.
· To contact either the Managing Agent or the relevant contracted suppliers to attend the building to deal with such incidents.
·  To keep a petty cash float and receipts for sundries up to £100, which the Managing Agent will provide.
·  Where such defects are considered an emergency, e.g. Gas Leak etc, they should be reported immediately to the Emergency Services. 
· To report any Health & Safety issues to the Managing Agent.
· To keep the site looking clean and tidy, especially on days where the contract cleaners don’t attend.
· To empty bins and bin stores and general upkeep and maintenance of the site.
· To regularly check the Car park.
