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Cleaning Supervisor







	Function:
	

	Job:  
	Cleaner

	Position:  
	Cleaner

	Job holder:
	

	Date (in job since):
	

	Immediate manager 
(N+1 Job title and name):
	Cleaning Supervisor 

	Additional reporting line to:
	NA

	Position location:
	Sevington BCP Defra 

	


	1.  Purpose of the Job – State concisely the aim of the job.  

	· Add point
· Add point

	


	2. 	Dimensions – Point out the main figures / indicators to give some insight on the “volumes” managed by the position and/or the activity of the Department.

	Revenue FY13:
	€tbc
	EBIT growth:
	tbc
	Growth type:
	n/a
	Outsourcing rate:
	n/a
	Region  Workforce
	tbc

	
	
	EBIT margin:
	tbc
	
	
	
	
	
	

	
	
	Net income growth:
	tbc
	
	
	Outsourcing growth rate:
	n/a
	HR in Region 
	tbc

	
	
	Cash conversion:
	tbc
	
	
	
	
	
	

	Characteristics 
	· Add point


Draft.  Version:  27-03-2014

	3. 	Organisation chart – Indicate schematically the position of the job within the organisation. It is sufficient to indicate one hierarchical level above (including possible functional boss) and, if applicable, one below the position. In the horizontal direction, the other jobs reporting to the same superior should be indicated.

	










	4. Context and main issues – Describe the most difficult types of problems the jobholder has to face (internal or external to Sodexo) and/or the regulations, guidelines, practices that are to be adhered to.

	· To provide a responsive and high-quality domestic service to meet the needs of the contract to meet the SLA and KPI’s.
· Have a full working knowledge along with the standards required of the areas in the building which are covered by the cleaning team. This will include the time frames in which the cleaning needs to be completed by.






	5.  Main assignments – Indicate the main activities / duties to be conducted in the job.

	
· Ensure complete knowledge of all areas which are to be cleaned in the course of duty.
· Ensure all areas are cleaned efficiently and in a timely manner to the required standards - this to include weekly and periodic tasks.
· Use cleaning chemicals safely as detailed by the Control of Substances Hazardous to Health guidelines (COSHH)
· Have full working knowledge of all cleaning equipment, materials and agents and the use of cleaning equipment as directed by the Cleaning Supervisor only after correct training is given.
· Report any equipment which is faulty, mark as faulty and do not use.
· Replenish consumables including toilet rolls, soaps, and paper hand towels.
· Clean floors as required using appropriate equipment and chemicals.
· Use appropriate equipment to clean all floors. 
· Empty bins as directed.
· Damp-dust all required surfaces including desks, skirting boards, furniture.
· Ensure that the safety signage is always used appropriately, e.g., wet floor signs and “warn” customers where possible.
· Ensure that cleaning stores are kept tidy, and equipment always stored safely.
· Comply with all security regulations for cleaning materials, equipment and buildings as laid down by client and Sodexo.
· Ensure a high standard of personal hygiene and appearance and general cleanliness to comply with statutory and Company regulations,
· Draw to the attention of the Cleaning Supervisor low levels of cleaning material stocks where appropriate so that new supplies can be reordered.
· Draw to the attention of the Cleaning Supervisor any potential hazards on site or infringements of Health & Safety Legislation.
· Attend training courses and meetings as is necessary to maintain standards in the contract and assist in carrying out the job role efficiently.
· Provide cover in other areas in times of sickness and holidays.
· Comply with all Sodexo Company policies procedures and client site rules and regulations.
· Comply with all Company & client policies and statutory regulations relating to Health & Safety, safe working practices, hygiene, cleanliness, fire and COSHH. This will include your awareness of any specific hazards in your workplace.
· Carry out other reasonable tasks as directed by management.
· Report and take necessary action for any incidents of accidents, fire, theft, loss, damage, or other irregularities.
· Communicate well and demonstrate a pleasant, polite, efficient, caring and friendly service to customers and clients in all areas of service, which Sodexo provide.
· 



	6.  Accountabilities – Give the 3 to 5 key outputs of the position vis-à-vis the organization; they should focus on end results, not duties or activities.

	· Customer & Client Focus; Deliver exceptional customer service to build valuable long-term relationships with colleagues, customers, and clients.
· Impact and Influence; Communicates to build relationships and interacts appropriately with others.
· Continuous Improvement: Seeks to raise standards and improve quality of performance and service.
· Working with others; Works effectively and professionally with others to achieve the desired results.
 



	7.  Person Specification – Indicate the skills, knowledge and experience that the job holder should require to conduct the role effectively

	· To display good interpersonal skills towards our customers, Clients, team members and fellow Sodexo colleagues
· Ability to communicate effectively. 
· Ability to carry out the role following training.
· Confidence to work on one’s own, following training.
· Ability to work as a team player and to be flexible as job tasks dictate.
· A willingness to receive, understand and implement training given.
· Clean and tidy appearance with a strong emphasis on personal hygiene
· Previous cleaning experience preferred.




	8.  Competencies – Indicate which of the Sodexo core competencies and any professional competencies that the role requires

	
	Growth, Client & Customer Satisfaction / Quality of Services provided
	Leadership & People Management

	Brand Notoriety
	Employee Engagement

	Learning and Development
	HR Service Delivery







	9.  Management Approval – To be completed by document owner

	
	Version
	
	Date
	

	Document Owner
	








Hard & Soft Facilities Manager 


Cleaning Supervisor


Cleaners
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