Job description

	Job title: Markets Operative
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	Department: 
Commercial and Operational Services
Service: 

Markets
Grade: 

6(C)
Post reference number: 

	

	1 Job purpose
To provide an effective operational service, including cleaning, the erection and dismantling of stalls, minor maintenance and market security.

	

	2 Principal duties and responsibilities

	1. Ensuring that all markets are maintained in a clean, tidy and safe condition.  Cleaning all areas of the market including toilets, drains, vacant units, market walkways and stairwells.  Being responsible for the collection and disposal of rubbish, including the sweeping of all roads, walkways, passages and general areas.

2. Undertake periodic cleaning duties as specified in the work schedules or by a Supervising Officer.

3. Erecting and dismantling stalls on the outdoor markets and at special events in line with set procedures.

4. Undertake minor maintenance and painting.

5. Take meter readings as directed and complete the appropriate paperwork.  To complete daily and weekly logs and timesheets.

6. Dealing with customer enquiries.  Giving assistance to customers and contractors, including the taking and receiving of messages.

7. Ensure vehicles in the loading bay are parked correctly and adhere to loading and unloading restrictions.

8. Taking delivery, storing and moving all supplies, materials, equipment and furniture as directed.

9. Carry out security procedures ensuring that all customers have left the market, lights are switched off, windows are closed and secure, the door are locked and unlocked at the specified time and ensuring the alarm system is activated.

10. Adhering to emergency procedures such as fire evacuation. Ensuring the duties allocated to you in an emergency situation are dealt with efficiently and effectively. 

11. Assist Market Officers in the performance of their duties.

12. Undertake any other duties commensurate with this post as directed by a Supervising Officer.

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4. All staff are expected to abide by the obligations set out in the Information Security Policy , IT Acceptable Use Policy and Code of Conduct in order to uphold Nottingham City Council standards in relation to the creation, management, storage and transmission of information. Information must be treated in confidence and only be used for the purposes for which it has been gathered, and should not be shared except where authorised to do so. It must not be used for personal gain or benefit, nor should it be passed on to third parties who might use it in such a way All staff are expected to uphold the City Council obligations in relation to current legislation including the Data Protection Act and Freedom of Information Act. 

	

	5 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	6 Numbers and grades of any staff supervised by the post holder:

	None

	

	7 Post holder’s immediate supervisor: 
Markets Manager

	

	Prepared by/author: Neil Ehrhart

Date: 05/09/2016

	Job title: Markets and Events Service Manager


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Markets Operative



	Department: 
Communities

Service: 

Culture and Business Management, 

Section:

Markets and Events

Grade: 

6(C)

Post reference number:

	

	Areas of 

responsibility
	Requirements
	Measurement

	
	
	P
	A
	T
	I
	D

	Technical
	Understanding of Health and Safety at work.
	
	(
	(
	(
	

	Working with Others
	Must be self-motivated.
	
	
	
	(
	

	
	Must have the ability to communicate effectively with a wide cross section of the community.
	
	(
	
	(
	

	Delivering the Service
	Be able to complete forms legibly.
	
	
	(
	(
	

	
	Must have the ability to work on own initiative
	
	
	
	(
	

	
	Must have the ability to prioritise own workload
	
	
	
	(
	

	
	Must have a flexible approach to work
	
	
	
	(
	

	
	Must have the ability to lift, assemble and dismantle heavy market equipment
	
	(
	(
	(
	

	Experience
	Experience of cleaning work to a high standard
	
	(
	
	(
	

	
	Experience of manual work
	
	(
	
	(
	

	
	Experience of lifting and assembling heavy equipment
	
	(
	
	(
	

	
	Experience of undertaking minor maintenance work
	
	(
	
	(
	

	Work to promote mutual respect and good relations
	To be committed to Nottingham City Council’s Equality & Diversity policy in both employment and service provision
	
	(
	
	(
	

	Work Related Circumstances
	Must be able and prepared to work on any City Council market
	
	(
	
	(
	

	
	Must be able and prepared to work outdoors in all types of weather
	
	(
	
	(
	

	
	Must be able and prepared to work regular Saturdays
	
	(
	
	(
	

	
	Willingness to comply with the City Council’s non-smoking policy
	
	(
	
	(
	

	

	P: Pre-application      A: Application      T: Test      I: Interview      D: Documentary evidence

	

	Prepared by/author: Neil Ehrhart

Date: 29/10/2014

	Job title: Markets and Events Manager


