
Otley Town Council 

Job Description: Otley Town Caretaker 

Reports To Supervisor 

Hours of Work 16 Hours per week. 4 hr shifts days of work to be agreed and will include some 
weekend days. 

Contract Fixed term – 12 month contract 

Rate of Pay £8.45 per hour 

Location of Work Report to the Otley Core in Orchard Gate. Duties to be carried out across the Otley 
district as directed. 

Main Purpose of Role 

To carry out street cleansing activities across the Otley district as directed by the Executive Officer to include 
scheduled and responsive service delivery. To contribute to the delivery of high standards of service. 

Main Duties and Responsibilities 

Personal Management 
 

1. To be responsible for your own health, safety and welfare at work and that of others that your actions 
may affect. Ensure that all safe working procedures are observed and that the Council’s legal 
responsibilities in relation to health and safety are met. 
 

2. To wear issued work wear and personal protective equipment and maintain it in a clean and serviceable 
condition to ensure personal safety and the professional image of the Council is not compromised. 

 
3. Otley Town Council (OTC) aims for equality in the provision of its services and in carrying out its public 

function. All employees will implement and promote its Equal Opportunity Policy in their own work. 
 

4. To participate in OTC’s performance appraisals that may include on-site observations. 
 

5. To communicate with members of the public, OTC councillors and officers and work colleagues in a polite 
and courteous manner. 
 

6. To read and where appropriate respond to any correspondence issued by OTC. 
 

7. Be punctual and have good time keeping. 
 

8. To undertake any training /development that is deemed necessary by OTC. 
 

9. To ensure that essential records relating to the work of the post e.g. timesheets, job requests, safety documents 
etc. are completed fully, promptly and accurately. This may be written or electronic (for example using hand-
held devices). 
 

10. To follow designated route sheets and accurately record the streets covered and work completed. 
 

Responsibility for Physical Resources 
 

11. To ensure that all Council issued resources are used safely, effectively and legally (includes orderly barrow, 
sweeping equipment, litter pickers etc) and stored securely at designated location(s). 
 

12. To maintain all issued equipment in a clean and serviceable condition. 
 

13. To report any lost, stolen or defective equipment prior to failure to allow timely replacement and avoid 
unnecessary downtime. 



General Roles and Responsibilities 
 

14. To carry out street cleansing activities to a specified standard removing all litter, detritus, animal fouling, 
loose chippings, broken glass and any other deposited materials. 

15. To remove blossom and leaf fall as required. 

16. To manually sweep building lines, channels and other locations where there is a build-up of detritus. 

17. To manually remove weeds that are growing on the public highway. 

18. To remove chewing gum from the highway and small amounts of graffiti (following appropriate training) 
that is in public view or causing offence. 

19. To clean and where appropriate renovate street furniture. 

20. Empty overflowing litter bins where spillage is a problem. 

21. To remove and dispose of any small animal carcasses having regard for health and safety issues and public 
sensitivity. 
 

22. To remove and dispose of small quantities of needles through agreed procedures and following appropriate 
training 
 

23. To remove small amounts of fly-tipped material having regard for health and safety issues and possible 
dangers (for example asbestos, hypodermic needles). 
 

24. To report any hazardous waste found on the highway that requires specialist attention (e.g. asbestos, 
multiple hypodermic needles etc). 
 

25. To empty designated cigarette bins and arrange for the waste to be dispatched for recycling. 

26. To report to the supervisor any environmental quality issues that require further attention outside the 
scope of this role e.g. vandalism, damage etc. 
 

27. Liaise with Leeds City Council Environmental teams to ensure that filled sweeper bags are collected 
promptly to avoid them being stored on the highway for longer than necessary. 
 

28. Liaise with Leeds City Council Environmental Team to arrange for the removal of large amounts of fly-
tipped materials, large animal carcasses, hypodermic needles etc. 
 

29. To assist Leeds City Council staff in seasonal work and specific projects, for example, leaf clearing, snow 
clearing, community clean-ups etc. 
 

30. To carry out snow clearing and gritting duties as requested by the Executive Officer. To support a range of 
preventative interventions, such as educational campaigns or activities, to tackle the root causes of 
environmental issues. 
 

31. To reactively and proactively investigate instances of flytipping and other environmental offences by searching 
for evidence that may show where/who the waste has come from and to ensure the evidence is appropriately 
recorded/gathered and referred for further investigation and action by enforcement staff. 
 

32. To carry out enforcement activities as required using available powers to assist and reinforce the 
maintenance of environmental quality standards.  
 

33. Be self-motivated, enthusiastic and able to use own initiative. To carry out any other duties as are 
necessary, as directed by the Executive Officer, which are commensurate with the level of the post. 

 


