JOB DESCRIPTION

Department

Locality Services
Section

Building Cleaning
Post


Building Cleaning Area Supervisor
Grade


G
Responsible to
Service Manager Catering & Building Cleaning Services
Responsible for
Operational Cleaning Staff
Job Purpose
To assist in the day-to-day operational management of the building cleaning service.
Main Duties and Responsibilities

1. Plan and implement the effective co-ordination and planning of staff, ensuring a quality service that meets customer requirements.
2. Organise and maintain equipment and materials through the use of workload planning and job scheduling.

3. Continually monitor and maintain service standards as agreed with customers, responding to changes in requirements and promptly resolving complaints to ensure customer satisfaction.

4. Support the Service Manager Catering & Building Cleaning Services in expanding the business base and promoting the Building Cleaning Service to a range of potential customers and service users.
5. Maintain adequate levels of staffing resource by recruiting and selecting staff in accordance with the authority's procedures and guidelines, also ensuring that resources are available for

additional work as necessary.
6. Ensure that the appropriate personnel procedures are implemented when necessary, e.g. Identification of training needs, disciplinary/grievance/sickness absence procedures.
7. Ensure the completion and processing of wages for staff, using the Authority's Claims System.
8. Maintain a close liaison with site supervisors for the smooth running of the contract.
9. Attend appropriate training courses.
SPECIAL CONDITIONS (if applicable)

This post is exempt from the Rehabilitation of Offenders Act 1974 and the successful candidate must be able to obtain a satisfactory Enhanced Disclosure (via the Criminal Records Bureau) in order to be appointed to the post.
GENERAL:


This job description is a representative document.  Other reasonably similar duties may be allocated from time to time commensurate with the general character of the post and its grading.


All staff are responsible for the implementation of the Health & Safety Policy as far as it affects them, colleagues and others who may be affected by their work.  The postholder is also expected to monitor the effectiveness of the health and safety arrangements and systems to ensure appropriate improvements are made where necessary.


The Authority has an approved equality policy in employment and copies are freely available to all employees.  The post holder will be expected to comply, observe and promote the equality policies of the Council.


Since confidential information is involved with the duties of this post, the postholder will be required to exercise discretion at all times and to observe relevant codes of practice and legislation in relation to data protection and personal information.

Note: 
Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job.  

Prepared by:
Name

Colin Upton

Designation
Service Manager Catering & Building Cleaning Services


  Date    
October 2019
PERSON SPECIFICATION

Building Cleaning Area Supervisor
Grade: G
	Criteria
	E/D
	Method of

Assessment

	Education, Professional Qualifications and Training
	
	

	COSHH & colour coding systems
	E
	A/I

	IOSH Managing Safely 
	D
	A/I

	Skills, Abilities and Special Knowledge
	
	

	Ability to use floor cleaning equipment
	E
	A/I

	Ability to manage & motivate teams 
	E
	A/I

	Excellent oral and written communication skills
	D 
	A/I

	Knowledge of IT packages and systems
	D 
	A/I

	Previous Experience
	
	

	Experience as a Cleaner in Charge/Site Supervisor
	E
	A/I

	Experience of managing staff 
	E
	A/I

	Experience of implanting Healthy & Safety procedures 
	D
	A/I

	Experience of completing HR & payroll related paperwork
	D
	A/I

	Other Criteria
	
	

	Driving Licence
	D 
	A/I

	Availability to work unsocial hours
	E 
	A/I
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