[image: image5.png]


[image: image6.png]V%
sodexo

QUALITY OF LIFE SERVICES




[image: image7.png]HUNGER

2








Cleaner Job description and person specification

	Position Title
	Cleaning Operative
	Department
	DPD Hub 4

	Generic Title
	Cleaning operative

	Reports to
	Cleaning Supervisor/Manager

	



	Job requirements

	· Maintain a clean, safe and hygienic patient environment 
· Be courteous, helpful and efficient, ensuring high standards of customer care and demonstrating commitment to a positive customer experience
· Deliver a cleaning service in accordance to work schedules and in line with Sodexo and Trust policy
· Seek to raise standards and improve service quality

	Job purpose

	· Ensure customers are in an environment that is clean, safe, caring and welcoming all of the time


	Accountabilities “what you have to do”

	Cleaning Specific

· Carry out routine cleaning tasks at the schedule time, in a specified area and in accordance with all relevant policies and procedures
· Maintain high standards of cleanliness throughout the area of responsibility
· Empty and dispose of waste
· Replenish consumables (i.e. paper towels, toilet rolls, soap, etc)
· Store and use cleaning equipment and materials safely and efficiently and in compliance with COSHH
· Use only approved cleaning equipment and materials in accordance with training and instructions provided
· Undertake all cleaning duties in a safe manner, using PPE and hazard signs as appropriate
· Be vigilant and report any H&S issues to your supervisor
· Under supervision, respond to any ad-hoc cleaning requests on-site 


	Customer care

· Communicate in a polite, clear and timely manner with customers

· Demonstrate a caring, compassionate and positive attitude to staff and visitors at all times

· Work as team with Sodexo managers, supervisors, client employees and colleagues

· Listen, empathise and work diligently to answer any queries raised by the client staff
· Dress in the correct uniform, and appear professional at all times 

· Display professional conduct 

Compliance to policies and procedures

· Participate in the required Company training programmes in line with the development of the post and as agreed with the line manager as part of personal development plan
· Complete all audit and quality monitoring documentation as required

· Adhere to all legislation and Sodexo policies & procedures

Health & Safety

· Take care of personal safety and the safety of others

· Report any health & safety concerns to management

· Use all equipment or personal protective equipment in the appropriate manner. 
· Report any accidents or near misses to the appropriate management and complete the appropriate 
incident/accident report forms
Communication

· Communicate both verbally and in writing with Sodexo Management
The duties of this post are not exhaustive and may be reviewed and amended as necessary in 
accordance with a changing environment.

	Working environment and effort required

	Mental effort

· Routine work with occasional interruptions to deal with ad hoc requests.

Physical effort

· Active and prolonged periods of physical work.  Frequent bending and stooping.  Moving of equipment and light furniture.

 


	Key Performance Indicators “What it will look like when you are doing the job well”

	· Comply with Company and statutory regulations relating to Safe Systems of Work, health & safety, hygiene, cleanliness, fire and COSHH
· Work to agreed schedule

· Store and use materials and equipment correctly 

· Respond to requests within agreed timescales
· High levels staff satisfaction

· No incidents or complaints relating to your contribution to service delivery
· Deliver a service consistent with Sodexo standards and client specification

	Person specification

	
	Essential
	Desirable

	Qualification
	
	

	Experience
	· Working within a cleaning team, 
	

	Behaviours
	· Ability to communicate effectively with colleagues, clients (C)

· Ability to work independently, flexibly and professionally  

· Ability to adhere to instructions, standards and procedures 

· Ability to build relationships and show respect for other people

· Positive attitude and enthusiasm 

· Ability to work as part of a team 

· Excellent customer service skills 


	

	Knowledge
	· Basic literacy
	

	Physical capability
	· Physically able to push a cleaning trolley and move light furniture
· High standard of personal hygiene
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