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	JOB DESCRIPTION


	Form

JD1

	JOB TITLE:  Cleaner/caretaker


	POST NUMBER:  CEFCL060

	REPORTS TO (Job Title):  


	Area Cleaning Supervisor

	DEPARTMENT:   Cleaning Services

	GRADE: 4

	JE REF:
	0080
	PANEL DATE:
	29/05/07

	1.
	MAIN PURPOSE OF JOB

To unlock and secure allocated building(s), maintain and clean as specified and identify and report any damage.



	2.
	KEY TASKS:



	
	i.
	To carry out security checks to the exterior of the building and grounds prior to opening the premises each day. 

	
	ii.
	De-activate security alarms, unlock all exterior and interior doors and switch on lights. May occasionally be contacted out of hours in the absence of the Building Manager. 

	
	iii.
	To carry out securing of the premises at the end of the day ensuring all staff and visitors have left the building.  

	
	iv.
	To empty bins and remove from the building. 

	
	v.
	To report any damage needing repair by contractors to building manager. Remove and dispose of debris such as glass and make the internal and external environment safe.

	
	vi.
	To carry out cleaning duties according to the cleaning schedule such as vacuuming carpets, mopping and buffing floors, cleaning sinks and toilets, dusting furniture and other surfaces.

	
	vii.
	To ensure all consumables such as toilet rolls and soap are replaced when necessary. 

	
	viii.
	To carry out periodic duties such as gritting paths and clearing leaves. 

	3.
	SUPERVISION / MANAGEMENT OF PEOPLE

No staff management responsibility.  



	4.
	CREATIVITY & INNOVATION

Guidelines, procedures and systems exist for most tasks. Postholder occasionally needs to resolve issues for routine problems such as securing a broken window. 



	5.
	CONTACTS & RELATIONSHIPS

The postholder will have frequent routine contact with the cleaning staff and building users and may occasionally deal with less straightforward issues such as access for external contractors. 



	6.
	DECISIONS  

Discretion –  Postholder carries out work within clearly defined rules and procedures and will need to determine when it is necessary to escalate problems to the Area Cleaning Supervisor or Building Manager.

Consequences – 

Effects of decisions will be quickly known and remedied as necessary.



	7.
	RESOURCES – equipment

Responsible for the proper use and safekeeping of materials and small items of equipment such as a buffing machine and carpet shampooing machine.  



	8.
	WORK ENVIRONMENT 

work demands  Tasks involve routine cleaning and caretaking duties which may be interrupted but will not involve  significant change to the programme of work.

physical demands Work requires moderate physical effort which will involve walking, standing, bending, climbing ladders, some lifting and operating cleaning machinery. 

work conditions: Majority of work is indoors with some exposure to outside conditions eg sweeping up leaves or clearing broken glass. There will be some exposure to chemicals and unpleasant conditions.   

work context: Minimal risk to personal safety which may involve some contact with potentially hazardous substances eg removal of hypodermic needles but training and protective equipment is given where appropriate.



	9.


	KNOWLEDGE & SKILLS

Postholder requires a basic knowledge of the safe use of chemicals and equipment and security policies and procedures which can be gained from an initial induction and on the job training.

 

	10.
	Position of Job in Organisation
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Job reports to:


Area Supervisor 





Other jobs at this level:





THIS JOB





Jobs reporting up to this one:


None 
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