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JoB description
	Position Title
	Cleaning Operative                                                                                 
	 Department
	Operations 

	Generic Job Title
	Cleaning Operative
	Segment
	Corporate

	Team Band
	Un banded
	Location
	Seagate Springtown

	Reports to
	Soft Services Manager                                                            
	Office / Unit name
	GB695870


ORGANISATION StRUCTURE



Head of Talent
Job Purpose 
· To be responsible for the cleaning and servicing of areas, as allocated by the Soft Services Manager to the standard required by the Client and Sodexo
Accountabilities or “what you have to do”
· 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 Soft Services Manager only after correct training is given.  Report any equipment which is faulty, mark as faulty and do not use.

· Ensure that the safety signage is used appropriate at all times, e.g wet floor signs and “warn” customers where possible.

· Ensure that cleaning stores are kept tidy and equipment stored safely at all times.

· 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, wearing company uniform as specified.

· Draw to the attention of the Soft Services Manager low levels of cleaning material stocks where appropriate so that new supplies can be reordered.
· Draw to the attention of the Soft Services Manager 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

· Ensure all cleaning equipment is kept clean & maintained in safe working order.  Report any defects to the supervisor/Manager immediately

· 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 work place

· 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 Sodexho provide
· Be available for out of hours works including weekends
Key Performance Indicators (KPIs) or “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.

· COSHH trained
· Quality audits
Dimensions
	Financial
	

	Other
	


Skills, Knowledge and Experience
Essential

· 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
· Experience working in a cleaning team 
· Excellent customer service skills and communication skills 
· Experience working in a standards /compliance environment 

Work pattern
Flexibility
· Your work pattern may change to accommodate business need and operational changes

· You may be required to work out of normal working hours i.e. weekends and nights
	Version
	
	Date
	

	Document owner
	Insert name of person completing this document
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Soft Services Manager





Cleaning Operative
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