
 

 

 

 

 
 
 
 
UNIVERSITY OF WALES, GREGYNOG HALL 
 
Night Caretaker  
 
Further Particulars 
 
Gregynog is a historic house with Grade 1 listed gardens set in the heart of rural Montgomeryshire. One 

 and the former home of art collectors and public benefactors 
Gwendoline and Margaret Davies, it offers a welcoming setting in which people of all ages and abilities 
may discover, experience, participate in, and be inspired by the arts and natural environment.   
 
It is soon to become an independent charitable trust offering up many exciting new opportunities for 
regenerating the hall and estate, many new developments, all to be harnessed in the creation of an 
inclusive identity which will have a crucially important part to play in the future of a sustainable Wales.   
 
Applications are invited for the above post based at the University of Wales, Gregynog Hall, near Newtown, 
Powys. This is a permanent part-time position and the hours of work are 30 hours per week, midnight to 6.30  
a.m. 
 
Salary - £16,961 pro-rata. 
 
METHOD OF APPLICATION 
 
Application should be by application form, and the application form and application form guidance, and 
further details on the University, are available at wales.ac.uk/vacancies.   
 
All applications should be addressed to Helen Edwards, Administration Manager, University of Wales,  
Gregynog, Tregynon, Near Newtown, Powys, SY16 3PW. They should be enclosed in an envelope marked  

- Tuesday 23 May  
 2017.  
 
Alternatively, applications can be submitted via email to jobs@wales.ac.uk. 
 
The University reserves the right to consider persons other than those who have submitted applications.  
 
Applicants not called for interview within one month of the closing date should consider their application 
to have been unsuccessful. 
 
Please note that feedback is unable to be provided to applicants who are not shortlisted for interview.  
 
 
 
 
 
 
 
 
 
 
 

THE UNIVERSITY IS AN EQUAL OPPORTUNITIES EMPLOYER 
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Job Description 
 
The role of the Night Caretaker is: 
 
 To assist the Facilities Manager  in providing a high standard of responsive guest care, in accordance 

with agreed service standards and procedures 
 To provide an overnight emergency and reception service 
 To assist in the preparation of conferences and events 
 To provide an overnight cleaning and portering service 
 To provide an overnight security service 
 To assist and to deal with any first aids incidents  
 To attend training / courses  as and when required   
 
The Night Caretaker will report to the Facilities Manager, but will also receive instructions directly from 
the House Supervisors. In the event of serious emergencies e.g. fire, hospitalisation the Night Porter will 
contact the Facilities Manager /  Maintenance or Bar Supervisors in accordance with set procedures.      
 
The Night Caretaker will be responsible for assisting the House Supervisors in delivering a number of the 
following services: 
 
DOMESTIC SERVICES 
 
 To ensure a high quality of cleaning 
 Transportation of linen 
 To ensure meeting rooms are prepared in accordance with user requirements  
 Heavy lifting duties 
 To report maintenance faults 
 To ensure rubbish removal 
 To maintain light bulbs 
 To assist the Bar Supervisior as required to tidy up and clean bar areas    
 
SAFETY AND SECURITY 
 
 To implement fire and other emergency procedures 
 To carry out reception duties / late arrivals  
 To resolve or report risks to guests and staff safety 
 To monitor the security of the House and its contents 
 To conduct routine security checks of the building, ensuring its security 
 To conduct routine safety checks of the building to minimize risk of fire and injury 
 To respond to fire and security alarms 
 
Person Specification  
 
The successful candidates will demonstrate a sufficient range of the following skills, aptitudes, 
abilities and knowledge: 
 
 The ability to work on own initiative where required   
 The ability to contribute to the success of the business  
 Be smart, presentable, polite and pleasant at all times, ensuring adherence in regard to uniform 

standards 
 To provide a high level of appropriate service to all client groups, including staff, students, commercial 

clients, wedding guests  



 

 

 

 To maintain a high standard of responsive customer care, dealing with customer requests in an 
efficient and effective manner 

 To resolve or report risks to guest and staff safety 
 To monitor the security of the House and its contents 
 To maintain a current First Aid certificate and act as a first aider 
 To be able to cover any key holder  hours across the week / weekends if  required do to the house 

being closed     
 To advise as to any suspicious incidents and report these to the management team  
 To liaise with the police / emergency services as required 
 To ensure that windows are secured and that locks work and are maintained 
 
General  

 To undertake any other duties deemed necessary in relation to the post at the reasonable request 
of the line manager 

 To adhere to the Management Standards for Gregynog Hall. 
 To contribute to the retention of the Hospitality Assured, Meetings Industry Association awards 

and IIP recognition. 
 To act as a team player, assisting the House /Bar  teams when feasible.  
 To attend and contribute if required to de-brief meetings /senior management group and health 

and safety meetings 
 To be in good health and physical fit  

 
All University employees are required to: 
 

 practise and support equality of opportunity in the workplace 

 take reasonable care for their own  health and safety and those of others as appropriate in the 
workplace, and comply with health and safety legislation 

 cover for any colleagues as reasonably required. 
 
This role description is not intended to be an exhaustive list and will be subject to regular review in the 
light of changing professional demands. 
 
The post-holder will be expected, at all times, to be flexible in the performance of their duties.  The 
University may require, from time to time, post-holders to perform other duties, outside their normal ones. 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
 
CONDITIONS OF APPOINTMENT 
 
Night Caretaker  University of Wales, Gregynog Hall 
 
The following conditions will govern the appointment: 
 
1. The appointment is subject to the provisions for the time being in force of the Charter and 

Statutes of the University of Wales. 
 
2. The salary for this post is £16,961 (pro-rata) under 1 August 2016 Single Pay Spine Salary levels.    
 
3. This is a permanent contract. The appointment is to the University of Wales and will be based at 

Gregynog Hall, Tregynon, Newtown, Powys SY16 3PW. 
 
4. The contracted hours of work will be 30 hours per week basic. However, the person appointed will 

be required to work such hours as are necessary to carry out the duties and responsibilities of the 
post.   

 
5. Full time annual leave entitlement is 25 days plus 8 statutory and 7 customary days of holiday.  

The leave year is 1 January to 31 December inclusive and annual leave is calculated on a pro-rata 
basis.  Annual leave must be taken at times agreed by the Director and preferable during the 
quieter winter season.  

  
6. Subject always to the Rules of the Scheme, the post holder will be eligible to join the University of 

Wales Superannuation Scheme.  The current rate of contribution is 7.5% of salary by the 
employee and 25.4% of salary by the employer.  

 
7. The appointment will be part time, and the person appointed may not undertake any other 

employment or appointment involving significant calls upon his/her time or energies without the 
expressed permission of the Vice Chancellor. 

 
8. T

 
 
9. The appointment will be made subject to the receipt of satisfactory references and proof of 

educational, professional, vocational, etc. qualifications specified by candidates on the 
application form, and proof of eligibility to work in the UK. 

 
10. Only where there is an intention to appoint, the University will require the prospective appointee 

to complete a pre-placement health questionnaire and submit it to the University for Onward 
Transmission to the Occupational Health Service (OHS). The questionnaire will form the basis of a 
report to the University from the OHS confirming if the prospective appointee is considered fit for 
the post in question. 

 
11. Confirmation of the appointment will be subject to the satisfactory completion of a six month 

probationary period.    
 
12. otice in writing by either side. 
 
13. It is not a condition of employment in the University that staff should be members of a trade 

union.  However, the University recognises UNISON as the appropriate trade union to negotiate 
on behalf of clerical and secretarial staff.   

 
 


