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JoB description
	Position Title
	Buffer
	Department
	Cleaning

	Generic Job Title
	Buffer
	Segment
	Government & Agencies

	Team Band
	-
	Location
	Navy South Region

	Reports to
	Cleaning Manager
	Office / Unit name
	RM Bickleigh


ORGANISATION StRUCTURE



Head of TalentCleaning Manager

Job Purpose 
·  To provide on-site support with completion of general, unskilled tasks, as delegated by appropriate authority, e.g. Work Liason SNCO, Cleaning Manger

Accountabilities or “what you have to do”
· Assist where necessary in accommodation stores, including assisting with receipt, dispatch and movement of stores.

· Assist with clearance of footpaths/roadsides/drains as directed within SOR 

· Assist in arrival, departure, assembly and movement of furniture within a team to support accommodation services
· Complete relevant paperwork pertinent to the area of work (e.g. stores) to ensure accurate records and audit trail. 

· Support the correct use of recycling and waste disposal containers in order to prevent cross contamination to ensure effective recycling
· Complete any other ad hoc duties appropriately related to the role as directed 
· Undertake all required training in relation to all aspects of the cleaning service delivered to the client/customer. As requested
· Complete a schedule of cleaning tasks, as directed by the cleaning manager
· Wear the company uniform whilst at work, maintaining a tidy appearance at all times

· Wear any items of personal protective equipment as specified by the cleaning manager
· Comply to all Company and client/customer policies/procedures in relation to housekeeping/infection control/security

· Ensure that all requirements in relation to COSHH are adhered to, as specified by the cleaning manager

· Adhere to correct method of cleaning tasks as directed via the GREAT cards, cleaning offer task cards and pictorial task cards

· Ensure that the site/cleaning offer colour coding policy is adhered to at all times

· Ensure that all requirements of the specified cleaning offer, are carried out, as directed by the cleaning manager

· To report all faults in relation to cleaning machinery/equipment to the cleaning manager

· To report all building defects to the cleaning manager

· To carry out any other reasonable request, as specified by the cleaning manager
Key Performance Indicators (KPIs) or “What it will look like when you are doing the job well”
· All tasks shall be carried out following safe systems of work at all times, complying with all relevant Health & Safety legislations and procedures pertinent to that task. 
· Working, at all times, with awareness of surroundings and behaviour required.
· Compliance with security procedures
· Tasks completed within set timeframes as directed and to the required standards 

· No justifiable complaints from building users/customer/client staff within your areas of work
· Pass mark achieved in cleaning quality control audits within your areas of work
· No issues and concerns highlighted in relation to health and safety in your area of work
Dimensions
	Financial
	NA

	Other
	


Skills, Knowledge and Experience
Essential

· Ability to work both within a team and individually 
· Full driving licence 

· Experience of undertaking of all cleaning tasks
Desirable

· Previous experience within a similar job role

· Understanding of military culture/environment 

· BICS trained
Contextual or other information

· Must be prepared to work inside and outside.  

· No work may be undertaken of an electrical nature

· Travel and overnight stay may be required to undertake training and other business requirements

· Flexibility on work schedule will be required at times
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on-site services





Service Manager





Cleaning Manager / Work Liaison 
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