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	Head office
	101 Walnut Tree Close Guildford GU1 4UQ

	Line manager
	As delegated by Chief Executive 

	Accountability
	Chief Executive

	Job purpose
	The aim is to increase & undertake privately commissioned garden maintenance contracts. Develop clients’ abilities & confidence, through the teaching of soft landscaping & grounds maintenance skills. 

	Main duties & responsibilities

Review
	Business Development
1. Actively promote the organisation to guarantee the growth of the Gardening department, increasing income & work opportunities.
2. Provide quotations for any new customer work.
3. Actively monitor any success or failures of the project and following consultation, take any action as may be necessary

4. Negotiate with customers to ensure their requirements are adhered to, whilst considering the abilities & skills of the workforce

Client

5. Teach clients fundamentals of general garden maintenance and soft landscaping.
6. Identify clients who have the ability to attain employment or further vocational training.

7. Ensure Oakleaf’s confidentiality procedures are adhered to.

8. Participate in the induction & training of volunteers.

9. Maintain a high level of care and support for Oakleaf clients, ensuring all elements of our Mission are adhered to. 

General

10. Keep accurate records of all work, from quote through to invoice. 
11. Ensure that all agreed expenditure is adhered to & a cost effective approach is maintained at all times.

12. Ensure Risk Assessments are undertaken for every project &these are updated whenever necessary.

13. Undertake general maintenance tasks for all items of gardening equipment & machinery, ensuring Health & Safety regulations are adhered to.
14. Ensure maintenance of a safe and efficient working environment in accordance with current Health and Safety legislation including the Heath and Safety at Work Act 1974, COSHH Regulations, Environmental Health and EC Directives.

15. Perform any other reasonable duties as may be requested by the Chief Executive.

This job description is an indicator of general areas of responsibility and will be amended in accordance with the changing needs of the organisation in consultation with the post holder. A DBS check will be required. 


	Terms and Conditions 
	Salary: £23,793.12 pa pro rata 36 hours Hours: 18 hours per week
Annual leave: 24 (pro rata) days plus public and statutory holidays

Notice Required: Two months     Term: Permanent
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Gardening Assistant / Instructor
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