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JOB DESCRIPTION

CLEANING SUPERVISOR
Place of work:


Scope and purpose:
To provide and maintain a high standard of cleaning service within contracted buildings, working within the cost limits and resources agreed between the Client and Sodexo.
Responsible to:

Facilities Manager
Liaise with:
All cleaning staff, clients and customers and delivery personnel.
MAIN DUTIES

· To be responsible for all day-to-day aspects relating to the management and maintenance of the cleaning service within the contract specification to the agreed performance, qualitative and financial targets.
· To provide a cleaning service to the agreed standards in accordance with the Service Level Agreements and Key Performance Indicators specified in the service contract.
· To actively enforce relevant statutory, company and site Health & Safety compliance together with the monitoring of related equipment.
· To be responsible for scheduling of work within the specified details of the contract.
· Full working knowledge of the areas in the building which are covered by the services run by Sodexo;

· Responsible for work allocation to the cleaning team, keeping within the specified detail of the contract, the financial budget and working principles. Plan staff rosters and manage staff hours worked, sickness and annual leave to ensure staff are paid correctly. Report data to line manager on a weekly basis.
· Ensure that cleaning standards are laid down, trained to staff, logged on training record cards and maintained
· Ensure that the safety signage is always used appropriate, e.g. wet floor signs and warn or inform customers where possible.
· Ensure a high standard of personal hygiene and appearance and general cleanliness to comply with statutory and Company regulations, wearing company uniform as specified.
· Control cleaning material stores to an acceptable level, ensuring rotation and safety in storage.
· Order stores as required following Company procedures through nominated suppliers approved by Sodexo.
· Control the issue and usage of cleaning materials.
· Carry out regular control checks to monitor cleaner’s performance and adherence to standards.
· Complete the necessary company documentation within the Sodexo framework as required. Carry out regular control checks and record the results on the forms provided.
· Ensure strict supervision of all assets used in conjunction with the cleaning contract.
· Liaise with the Cleaning Operatives to identify training required to implement the standards to facilitate the running of contract and deliver training as required.
· Be aware of the condition of the equipment, organise repairs/replacements as appropriate with your line. Ensure that all equipment is in safe working order, checked regularly and serviced. Report any faults to management/client, ensure they are rectified and ensure equipment is not used until safe.
· Maintain up to date knowledge of all chemicals in use and training in COSHH Regulations.
INFREQUENT DUTIES
· To prepare and assist in any special functions, which may sometimes be outside normal working hours;

· To report and take action on customer and client complaints or compliments and any incidents of accident, fire, theft, loss, damage, or other irregularities.
· To attend meetings and training courses as may be necessary from time to time. Some of which may occur outside normal working hours.
· To carry out reasonable periods of overtime as may be required from time to time.
· To train new colleagues by showing them tasks and how things are done.
KEY PREFORMANCE INDICATORS

· Comply with Company and statutory regulations relating to safe systems of work, health & safety, hygiene, cleanliness, fire and COSHH.

· To be agreed with Line Manager for location. K.P.I.’s to be monitored as part of performance review and appraisal process.

· To deliver consistent level of service within the company standards to the contract specification and agreed performance qualitative and financial targets.

NB. Whilst every effort has been made to ensure the details of this job description are correct – due to the varied requirements of the support services industry, this job description cannot be exhaustive. Therefore, the jobholder may be required from time to time to carry out other tasks as required by management to meet the operational needs of the business.
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