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Cleaning Supervisor
Lady Eleanor Holles School  







	Function:
	Independent Schools

	Job:  
	Cleaning Supervisor

	Position:  
	Cleaning Supervisor  x 2 AM/PM

	Job holder:
	New contract 

	Date (in job since):
	

	Immediate manager:
	Contract Director 

	Additional reporting line to:
	

	Position location:
	Lady Eleanor Holles School, Hamworth Road, Hampton 

	





	1.  Purpose of the Job 

	· Overseeing the smooth running of the cleaning requirements to the Company and School’s standard at Lady Eleanor Holles 
· To ensure that any cleaning is carried out promptly and efficiently to the company’s standard and to the client’s satisfaction whilst maintaining the cleanliness of the client premises to the required standard within the KPI’s
· To communicate with the Contract Director daily before/after shift pattern 
· To manage a team of cleaners either during the morning or late afternoon shift 
· To review services at the Senior and Junior Schools. 
· Consistent monitoring of the cleaning team and direct as required. 
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	2. 	Organisation chart 

	


        






	3. Context 

	· To carry out cleaning and supervisory duties that is required by the school to enhance the pupil experience and provide clean premises to meet both client and company expectations. 

· To ensure that all statutory and company regulations and policies relating to safeguarding, health, safety and fire are enforced, recorded and always maintained.




	4.  Main assignments 

	
1. Comply with statutory and company requirements, including the completion of due diligence paperwork

2. To assist the Contract Director with the day-to-day operations and organisation across the Senior and Junior School

3. Carry out all aspects of the cleaning that is required on site and to follow and complete cleaning schedules to agreed standards. 

4. Promote a friendly working relationship with colleagues. To lead team briefs and huddles as required to support the management of the contract and drive engagement within the team

5. Promote a good company image to all clients and pupils on site by using positive customer service practices 

6. To undertake occasional duties outside the normal routine but within the scope of the position and the departments activities. 

7. To report any complaints and act where possible. 

8. To report any near misses, incident of accident, fire, theft, loss damage and act as may be appropriate or possible – following the Three Checks for Safety Culture 

9. Ensure that all areas are monitored and maintained in accordance with HSWA and COSHH regulations

10. To maintain high levels of personal hygiene and wear the appropriate uniform and PPE as required. To lead by example and always be presentable. 

11. To care for all equipment, materials and supplies as directed and maintain clean and tidy work and storage areas

12. Develop your own skills and knowledge within the position, including any required training courses supporting your performance development throughout the year



IRREGULAR DUTIES:

1. To assist with annual events as required 

2. To attend meetings and courses as required. 

3. Attend operational meetings at the Senior or Junior as required 








	5.  Accountabilities 

	· To be polite, professional, and friendly with customers, clients & colleagues.
· To ensure the highest level of customer service is always adhered to
· To demonstrate a can – do attitude and strive to exceed customer expectations
· To ensure that all statutory and company regulations and policies relating to Safeguarding, health, safety, and fire are enforced, recorded, and always maintained.
· To actively engage feedback and liaise with the Contract Director



	6.  Person Specification 

	· Good time management and organisational skills
· Previous supervisory/management experience 
· Self-motivated and hardworking 
· Ability to work as part of a team or individually as needed
· Ability to work well under pressure 
· Positive approach to learning in role and identifying own training needs as appropriate


	7.  Management Approval 
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	Document Owner
	Independent Schools – Natalie Davies 





	8.  Employee Approval 

	
	Employee Name
	
	Date
	







	








CONTRACT DIRECTOR 




CLEANING SUPERVSOR 


CLEANING TEAM 
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