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East Devon District Council 
 
 
P/T Building Cleaner 
Exmouth Town Hall 
 
£12,787 - £13,874  (pro- rata) 
 

We’re seeking a motivated and efficient individual to clean offices at Exmouth Town Hall. 
Your duties will include vacuuming, sweeping and washing floors, dusting and polishing, 
cleaning lavatories and removing litter. You’ll work Monday to Friday, 
two hours per day (4.30pm-6.30pm). Ref: ED09370 
 
“East Devon District Council actively encourages job applications from all members 
of the community.” 
 

To apply online visit www/devonjobs.gov.uk. If you have no internet access then 
contact the First Stop Desk on 01392 383034 alternatively, visit our website 
www.eastdevon.gov.uk. Quoting reference ED09370. Closing date: Noon 31 March 2010 

 

 



 

INFORMATION LETTER 
 

The District 

East Devon is one of eight Devon districts and, in population terms, it is the largest in the 
County.  
 
Our district is set in a particularly attractive part of Devon in which to live and work and the 
coastline forms part of England’s first World Heritage site designated for its natural 
environment.  There are two areas of outstanding natural beauty and, within the district 
generally, there are extensive leisure opportunities and sports facilities. 
 
The EDDC area of 81,477 hectares borders Exeter, Somerset and Dorset and comprises the 
area between the River Exe and outskirts of Exeter to the West, Somerset (inland) and 
Dorset to the East. Our larger coastal resorts are Exmouth, Budleigh Salterton, Sidmouth and 
Seaton and the major towns in the mainly rural inland area are Honiton, Ottery St Mary, 
Colyton and Axminster. 
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The Council’s Corporate priorities are: 

� Achieve thriving, balanced communities 

� Take care of and improve our environment 

� Encourage a flourishing local economy 

� Provide community leadership and good value for money, customer focused services 
 
Council policies are designed to ensure that the District continues to be an attractive location 
in which to live and work. Employment in the Service Sector is predominant with 
Construction, Light Industry and Agriculture also providing many opportunities. Exeter 
International Airport is located in the District and main line rail services and the national 
motorway network are easily accessible. 
 

The Council 

The Council has 59 Members and employs a total of approx. 492 permanent and Fixed Term 
employees with a year or more service. EDDC administers the services of a non-metropolitan 
District Council including car parking, cleansing, environmental health, grounds maintenance, 
housing, planning and revenue collection.   
 
We are committed to being an Equal Opportunities Organisation and have adopted the 
following statement: 
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‘ We are committed to equal opportunities in employment and service delivery and are 
only interested in your ability to the job’. 
Procedures have been established to monitor the implementation of equality measures and 
data provided by applicants (on the tear-off sheet of the Application Form) will be retained, on 
computer or other records, by Human Resources.  The data will be used for the specific 
purpose for which it is collected. It is not referred to or used during any part of the selection 
process. 
 

Service Directors 

There are four Directors and the Chief Executive: 
 

Chief Executive 
Mark Williams 

P.A., Elections/Electoral Registration/ Chairman’s Secretary, Customer 
Services 
 

Diccon Pearse Organisational Development (including Human Resources, Payroll Services, 
Training & Development and Policy Team)  ICT,  Legal, Licensing, and 
Democratic Services. Accountancy, Audit,  Housing Benefits, , Revenue 
Collection 
 

Peter Jeffs Council Housing,   "Home Safeguard" (Central & Emergency Control 
Centre & Sheltered Accommodation), Environmental Health including 
Health & Safety, Community Enforcement, and Arts. Building Control, 
Development Control and Technical Services, Land Charges 

Karime Hassan East of Exeter Team, Planning Policy ,  Property & Economic Development , 
Street Scene  

Denise Lyon 
 

Responsible for transforming customer service and customer focus across 
all our services. 

 

General Advice to all Applicants 

Applications 

Any false statement as to qualification or made in connection with an appointment will 
disqualify the applicant from appointment and, in any instance where employment has 
commenced before the disqualification is known, services will be terminated. 
 
If you are appointed to the post and you are in receipt of Benefit such as Housing and/or 
Council Tax Benefit (from this or any other council), Tax Credits or any Benefit from the 
Department of Work and Pensions, it is your responsibility to inform all of the organisations 
involved that your circumstances have changed.  Failure to do so could result in an 
overpayment of Benefit resulting in recovery action being taken and/or prosecution under the 
Social Security Administration (Fraud) Act 1997 
 
Canvassing 

Our Constitution advises that "any applicant who directly, or indirectly, seeks the support of 
any Councillor for any appointment to the Council will be disqualified". This does not, 
however, preclude a Councillor from giving, if requested, a written reference. 
 
Declaration - Relationships 

Our Constitution also requires that any candidate for appointment must state, in writing, 
whether they are the parent, grandparent, partner, child, stepchild, adopted child, grandchild, 
brother, sister, uncle, aunt, nephew or niece of an existing Councillor or of an employee of 
the Council or of the partner of such persons.  We have, therefore, taken the opportunity to 
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provide an appropriate section in our Application Form (enclosed) so that any relationship 
can be notified. 
 

Medical Assessment 

Appointment is subject to satisfactory medical assessment/examination by the Exeter 
Occupational Health & Safety Service (EXOHSS) and the successful candidate will be sent a 
Health Questionnaire for completion and submission directly to them. It is confirmed that 
EDDC does not receive a copy of the completed Health Questionnaire and that the 
assessment relates (only) to employment in the particular post. 
 
Employment of Ex-Offenders  

Appointment to this post is not subject to "Disclosure" - see attached Policy Statement. 
 
East Devon District Council follows the CRB code of practice and you can access the code 
by downloading it from our website or by requesting a hard copy from Human Resources. 
 
Qualifications / Examination Certificates 

Candidates called for interview must supply originals of all certificates which will be returned 
after verification/copying. 
 

Pension 

Generally speaking, all employees who are employed for more than 3 months, over the age 
of 16 years are able to join the LGPS. If you do decide to join then your contributions are 
based upon a table of pay bandings between 5.5% – 7.5% of your pensionable pay. 
 
Politically  Restricted Post (PoRP)  

Appointment to post is not designated a politically restricted post (PoRP) 
under the Local Government  and Housing Act 1989.  Local Government Officers (Political 
Restrictions) Regulations 1990 refer. 
 
References 
Appointment to this post will be subject to references being taken up for previous 3 Years. 
You will be required to supply the names and addresses of two people who are able to 
provide references relating to your experience and suitability for this post.  One must be your 
present employer or most recent employer. 
 

Applications/Interviews 

Completed Application Forms should be returned to Human Resources. The closing date for 
this post will be Noon 31 March 2010 acknowledgement of receipt will be sent to those 
applicants enclosing a stamped addressed envelope. Please Note: Curriculum Vitae are not 
accepted as an alternative to a completed EDDC Application Form.   
 
We would also advise that the Applications forms of unsuccessful applicants are retained (in 
Human Resources) for 6 months and that those of successful candidates are retained 
throughout the period of employment and for a reasonable time thereafter. 
 
Applicants who have not been contacted within 3 weeks of the closing date can assume they 
have not been successful on this particular occasion. 
 
Thank you for responding to our advertisement 
 

 

Human Resources 



East Devon District Council Staff Person Specification 
 

STAFF PERSON SPECIFICATION 
 
Job title and post number: Part-Time Building Cleaner – Town Hall Exmouth 

(09370) 
  
Grade: Grade 1 

£12,787 - £13,878 Pro rata 
  
Service: Street Scene Operations  
  
Team: Street Scene Team 
 
 

Category Requirements 

Essential 
(E)/ 

Desirable 
(D) 

Method of Assessment 
(Application Form/Interview/ 

Psychometric Testing) 

Education/Training 1. Good general 
education. 

 
E 

 
Application form/interview 

Experience 2. Evidence of practical 
experience in one or 
more areas of activity 
numbers 1-4 in the job 
description. 

 
E 
 
 
 

 
Application form/interview 
 
 

Skills and 
Knowledge 

3. An understanding of 
current issues in local 
government. 

4. Accuracy and attention 
to detail, particularly 
when working to tight 
deadlines. 

5. Ability to work on own 
initiative as well as part 
of a team 

6. Capacity for innovation 

 
D 
 
 

E 
 
 
 

E 
 
 

D 

 
Interview 
 
 
Interview 
 
 
 
Interview 
 
 
Interview 
 

EDDC 
competencies 

Communicates honestly, 
openly and clearly 

 

Accepts responsibility for 
their own work activities 
and behaviour 

 

Makes every effort to 
meet the needs and to 
exceed the expectations 

E 
 
 
 

E 
 
 
 
 

E 
 

Interview 
 
 
 
Interview 
 
 
 
 
Interview 
 



East Devon District Council Staff Person Specification 
 

Category Requirements 

Essential 
(E)/ 

Desirable 
(D) 

Method of Assessment 
(Application Form/Interview/ 

Psychometric Testing) 

of customers 

 

Demonstrates good 
working relationships 
with others, both inside 
and outside of their usual 
work team 

 

Takes responsibility for 
getting things done 

 
 
 

E 
 
 
 
 
 
 

E 
 
 
 
 
 
 

 
 
 
Interview 
 
 
 
 
 
 
Interview 
 
 
 

Other relevant 
factors 

Willingness to work non-
standard hours on occasion 

 

E Interview 
 

 
|Area Manager – West  reviewed this person specification in February 2009. 



East Devon District Council Staff Job Description 
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JOB DESCRIPTION  

 
 
Post title and number Part-Time Building Cleaner 
 Town Hall – Exmouth (09370)    
     
Service  Street Scene Services  
Team Street Scene Team 
 
Grade Grade 1  
 Mon-Fri (2hrs 4.30 – 6.30pm) 
 
Responsible to Line Manager 
 
Responsible for No supervisory responsibility 
 
 
Job purpose  
 
The duties will consist of cleaning offices and their surrounding areas and 
carrying out the instructions of the Team Leader; to clean efficiently and 
effectively to the specified standards of the building under the control of 
StreetScene. 
 
Key activities 
 
1. Vacuum the carpeted floors. 
 
2. Sweep and wash (roto wash), when necessary, the non carpeted floors. 
 
3. Dust and polish where necessary, the office furniture and ledges. 
 
4. Clean lavatories. 
 
5. Ensure toilet roll holders are stocked with toilet rolls for the next day. 
 
6. Remove and litter/rubbish from the floor. 
 
7. Empty the office rubbish and recycling bins. 
 
8. Perform any other relevant activities, commensurate with the grading of 

the post, in negotiation with the Area Manager 
 
9. This job description was reviewed in February 2009 by Area Manager - 

West. 



RISK ASSESSMENT PROFILE 
 
Post No:  09/370 

 

Job Title: Building Cleaner  

 
Service:   StreetScene 

 
This role has been assessed for risk and the following table highlights the demands of the role 
and the level of risk that may be prevalent in the job when carrying out normal day to day 
activities.  The following key has been used to provide a guide. 
 

Level 1  Seldom or never 

Level 2  Occasionally (once a 
month)  

Level 3  Fairly Regularly (1 per 
week) 

Level 4  Regular  (2-3 times per 
week) 

Level 5  Daily  

 

Potential Risks and Hazards Level of 
Frequency  

Visual Display Screen user 1 

Car Driving 1 

HGV, LGV Driving 1 

Prolonged Sitting, standing 1 

Exertion (other than lifting)  2 

Lifting  2 

Manual Handling – Repetitive movements, bending twisting 4 

Working with the Public 1 

Face to face contact with abusive customers 1 

Lone Working 2 

Night Working 1 

Shift Working 1 

Use of Chemical and or Skin irritants 3 

• Head phone use/ Auditory performance 1 

• Vibration / Noise 2 

• Use of Machinery 4 

Outside Working / Inclement weather 1 

Working at heights (above 2 metres) 2 

Working in confined spaces 2 

Risk of exposure to bodily fluids 3 

Risk of contact with infectious diseases 2 

Risk Of exposure to Asbestos 1 

Other  - Please specify 
 

 

• Any post identified in levels 2-5 will require a Hearing Test 
 
Please complete and forward electronically to Human Resources together with 
up-to-date Job Description. 
 
The Risk Assessment was reviewed & completed by the Manager of the above post. 
 
Manager Name:   Andrew Harris  
Manager Job Title:     Area Manager 
Date of review     10/3/2010 



Policy statement on the employment of ex-offenders and 
procedures for the effective use of criminal records 
disclosures as part of the recruitment and selection process 
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1. We recognise that employing ex-offenders can help to prevent re-offending and we will 

observe guidance issued, or supported, by the Criminal Records Bureau (CRB). 
 
2. We will co-operate with the CRB and enable them to undertake assurance checks and will 

report any suspected malpractice or suspected offences relating to the misuse of information. 
 
3. Application forms – applications for employment will only be accepted on the Council’s 

standard application form which will exclude questions about criminal offences. 
 
4. Only candidates called for interview will be asked questions about their criminal records. The 

questions will include disclosure of spent convictions only when applying for a post which is 
excepted by the Rehabilitation of Offenders Act (as amended). Otherwise, you will be asked 
to declare unspent convictions only. 

 
5. We will advise all applicants, in advance, if the post advertised is excepted from the 

Rehabilitation of Offenders Act (as amended) and will request a check (disclosure) of 
criminal records before an appointment is confirmed. The fee for the disclosure by the 
Criminal Records Bureau (CRB), Liverpool, will be paid by the Council. 

 
6. Having a conviction will not necessarily bar you from employment with us as we will assess 

the relevance of any conviction to the particular post for which you apply. This assessment 
will include consideration of the nature of the work and the working environment. 

 
7. Information on convictions will be kept strictly confidential and on a need-to-know basis. 
 
8. Records showing details of convictions will be destroyed 6 months after they are used for 

decision-making purposes. The 6 month period is to allow time for any challenge. 
 
 
 
 
 
 
 
 
see overleaf for notes 
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The Rehabilitation of Offenders Act (ROA) (as amended) refers to periods of “rehabilitation” after 
which a sentence is considered “spent”. Rehabilitation periods vary according to the original 
sentence and age. For example, for a person aged 18 or over sentenced to imprisonment for a 
period of between 6 months and 2½ years the period to become “rehabilitated” is 10 years. The 
period for a person aged 17 or under, sentenced to the same period of imprisonment, is 5 years. 
 
Suspended sentences (treated as having taken effect) are treated the same as for a custodial 
sentence. 
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Once a conviction is “spent” the rehabilitated person normally does not have to reveal its existence 
in most circumstances and can answer “NO” to the question “Do you have a criminal record?” 
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Whilst the “spent” provision normally applies, there are certain occupations which are excepted 
(see below) including working in positions of trust with children and other vulnerable groups; the 
intention of which is to ensure that they are protected from those in positions over them. No 
exceptions apply to “unspent” convictions and candidates for all appointments can be asked to 
disclose such convictions. 
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Unspent convictions are custodial sentences of more than 2½ years. 
They are also those sentences of less than 2½ years where the rehabilitation period has not yet 
expired. 
 
�����������"�

Is a means of checking criminal records which is carried out by the Criminal Records Bureau 
(CRB), Liverpool. Any offer of appointment to an “excepted” post is subject to disclosure and 
satisfactory outcome of assessment. 
 
 
 
 
Examples of the exceptions include those listed below but, in any event, we undertaken to 
advise all applicants (see also Job Description) when an advertised post is “excepted” and 
subject to “disclosure”. 
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Any employment or other work which is concerned with the provision of care service to vulnerable 
adults and which is of such a kind to enable the holder of that employment or the person engaged 
in that work to have access to vulnerable adults of such services in the course of his normal duties. 
 
Employment concerned with the provision to persons under 18 of accommodation, care, leisure 
and recreational facilities, schooling, supervision or training. 
 
 
 
 
 


