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University of Brighton




Job description

Department:
Estate and Facilities Management

Location:
Eastbourne
Job title:
Cleaning Supervisor
Post number:
ES5115
Grade:
3
Responsible to:    Premises Officer 
Main areas of responsibility:

1. To supervise a team of cleaners. Inspects completed work for standard of quality, monitor and report staff performance to the line manager, as required.
2. To train the cleaning team in all aspects of cleaning including the use of buffing machines, hard floor and carpet cleaning machines, etc.
3. To ensure that all aspects of health and safety in areas such as COSHH, Electrical Safety, Manual Handling, etc. and to keep appropriate records.
4. To organise the cleaning identified as part of the annual cleaning programme.
5. To ensure the security of equipment issued for daily use and that rooms are locked and keys returned as appropriate.
6. To monitor and control the inventory of cleaning supplies.

Specific duties:

1.
To supervise a team of cleaners. Inspects completed work for standard of quality, monitor and report staff performance to the line manager, as required.
1.1 To assist your line manager in the appointment, induction and appraisal of cleaning staff.
1.2 
To organise the cleaning schedule in consultation with your line manager.

1.2 To ensure all areas are cleaned to a high standard using the agreed cleaning specifications and cleaning service inspection procedures.

1.3 Working with your line manager, develop and maintain use of quality control systems to ensure a high standard of cleaning. 

2.
To train the cleaning team in all aspects of cleaning including the use of buffing machines, hard floor and carpet cleaning machines, etc.
2.1
To provide training to the cleaning team. This will include training in the use of buffing machines, hard floor and carpet cleaning machines and other cleaning equipment used.
2.2
Develop and carry out induction procedures with all new staff and identify training needs for all cleaning staff.

3.
To ensure that all aspects of health and safety in areas such as COSHH, Manual Handling, etc. and to keep appropriate records.

3.1
To ensure that all health & safety procedures are followed, in accordance with the university’s guidelines, and to provide basic health and safety training to the cleaning team.

4.
To organise the cleaning identified as part of the annual cleaning programme.
4.1
To organise the annual site cleaning programme. This will include internal and external cleaning tasks as identified.
5.
To ensure the security of equipment issued for daily use and that rooms are locked and keys returned as appropriate.
5.1
To ensure that all equipment, offices, etc. are secured after the cleaning team duties have been carried out.      

5.2
To ensure that the cleaning team keys are returned in accordance with the required procedure.

6.
To monitor and control the inventory of cleaning supplies.

6.1
To ensure all incoming stores are accounted for and the inventory and records are updated accordingly.

6.2
To ensure all issues are recorded and accounted for using the appropriate forms and inventory.

6.3
To ensure stock levels are maintained.

6.4
To ensure the store area is maintained to a high level of order, cleanliness and safety. 

Essential Selection Criteria:
· Knowledge/qualifications: a health and safety qualification i.e. IOSH, with a good understanding of COSHH and Manual Handling regulations and the Health and Safety at Work Act. A team leading/supervisor qualification i.e. NVQ (2) Team Leading or evidence of an equivalent level of experience, and a proven commitment to high standards of work whilst working effectively and efficiently. To have IT skills including word processing, email and associated packages.
· Technical skill: adept at the use of computer packages including word, email and excel. Trained in the use of cleaning equipment.
· Communication: has excellent customer care skills and understands the information needs of others. Has the ability to communicate information in an understandable way, orally, electronically and in writing, as suitable to the situation.
· Self-motivation: meets objectives and standards on own initiative, including less satisfying tasks, and is committed to continuous self-development, reliable, honest and hard working.
· Organisation: can organise a team of cleaners and works systematically, uses time efficiently, meets priorities and deadlines with minimum supervision.
· Teamwork and flexibility: proven ability to promote team work, adaptable, receptive to change, knows own strengths and weaknesses, cooperative, happy to vary tasks and/or shifts if necessary.
· Physical ability: the ability to lift heavy objects on a regular basis.
This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or level of responsibility entailed. Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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