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	Position Title
	General Cleaning Operative 
	
	Department
	Cleaning
	

	
	Generic Job Title
	Cleaning Operative 
	
	Segment
	Corporate Services 
	

	
	Team Band
	n/a
	
	Location
	Guildford
	

	
	Reports to
	Cleaning Supervisor
	
	Office / Unit name
	BAE AI 
	

	

	
	Organisation structure

	

	

	
	Job Purpose

To be responsible for the cleaning and servicing of areas as allocated by the Supervisor or Sodexo management team to the standard required by the client and Sodexo


	

	

	
	Accountabilities or “What you have to do”

· Have complete knowledge of all areas to be cleaned

· Clean all allocated areas to standard as per training including day cleaning, office cleaning and toilet cleaning. This may also include specialist cleaning areas such as custody units and medical examination rooms

· To effectively undertake day cleaning duties to include; recycling, confidential waste, litter picking, the cleaning of; Staff Restaurant, Changing Rooms, Reception,  Building Lifts, Stair Ways, Offices, meeting rooms, Specialist areas such as forensic cabinets and to respond and efficiently react to any spillages or customer/client requests such as carpet cleaning.

· Use chemicals, disposables and equipment safely and as per training, have a good knowledge of products/equipment on site, ensuring efficient use of chemicals and disposables to reduce waste, ensuring all equipment/chemicals are stored safely and fit for purpose and in good working order
· Observe H&S guidelines at all times, ensuring use of safety signs and barriers

· Maintain cleaning cupboards, ensuring they are stocked and clean
· To ensure a high standard of personal hygiene is maintained at all times and that uniform provided and specified is worn with care to being clean and ironed. 

· Report to Supervisor any H&S, product, equipment or other site issues, completing any required paperwork

· Complete any forms and paperwork as required

· Comply with all Company and Client policies and procedures, statutory regulations relating to your work place, this will include but not limited to fire; health and safety; hygiene; working safely; COSHH.

· Report and take necessary action for any incidents of accidents, fire, theft, loss, damage or other irregularities
· To deal with any complaints / issues from customers immediately and report directly to your supervisor.

· To participate actively within team meetings in order to develop ideas to enhance service offer. 
· To be flexible to work additional hours in order to cover holiday and sickness within the team
· To attend to any reasonable management request which may include assisting facilities or hospitality on site or assisting in duties on another site  


	

	


	

	
	Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· Site kept to high cleaning standard

· Audits in areas cleaned at 90% or more

· Feedback from clients and colleagues on site
	

	

	
	Dimensions 


	

	
	Financial
	
	

	
	Staff
	
	

	
	Other
	
	

	

	
	Knowledge, skills and experience

· All round cleaning experience

· Able to work on own initiative and manage own time

· Able to communicate effectively with clients, colleagues and management team

· Good knowledge of H&S and CoSHH

· High standard of personal hygiene and appearance
 
	

	

	
	Contextual or other information
· To attend to any reasonable management request.

· To attend any training and meetings as requested some of which may be outside your normal working hours or at a place which is not your normal place of work

· To assit other team members to ensure all work duties are carried out to the specified standards 
· To be flexible to cover holidays and absence. 

· To be trained on additional areas of work to include annual cleaning tasks such as carpet cleaning and computer cleaning.
· This role is subject to BAE AI Vetting and will require you to submit personal information.

This job description is intended to give the post holder an appreciation of the role envisaged and the range of duties and responsibilities to be undertaken.  It does not attempt to detail every activity.  Specific tasks and objectives will be agreed with the post holder at regular intervals.  The post holder will be required at all times to perform any other reasonable task, as requested by their supervisor in order to meet the operational needs of the business
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