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JOB DESCRIPTION

JOB TITLE:


Cleaner 
LINE MANAGERS:

Senior Accommodation Officer

SALARY:


£7.20 per hour

HOURS OF WORK:
as required 
PLACE OF WORK:

any Tuntum site as requested
OVERALL PURPOSE OF THE POST

Carry out work, in accordance with Tuntum’s procedures and practices and Health & Safety Regulations to ensure a high standard of cleanliness and hygiene are maintained within our buildings/projects.
MAIN DUTIES 

1. Provide a comprehensive cleaning service to include dusting, vacuuming, washing floors, emptying bins, cleaning toilets, etc. to ensure high standards of cleanliness and hygiene at all times.

2. Maintain adequate supplies of cleaning materials, re-ordering when needed, ensuring we have the supplies needed, to meet the requirements.

3. Report any defects to a senior member of staff to ensure health and safety procedures are followed and to enable repairs to be carried out.

4. Undertake, as requested (but a least twice per year) a complete ‘spring’ clean of all areas including internal window cleaning, moving furniture to clean behind it, skirting boards, varnishing wooden floors, etc., to ensure all areas are clean and fresh.

5. Attending training courses as required and assist in the training of other premises support staff as directed.

6. Assist in the cleaning of vacant rooms/ flats/ houses as requested in line with the End of Occupancy procedure.
7. Comply with Health & Safety, COSHH  and Fire Regulations 

Day to Day Duties

· Emptying of bins 

· Cleaning of all communal toilets sinks, bathrooms, floors and surrounding areas 
· Replace all soap, hand lotion, toilet paper and tissue in public toilets as necessary
· Washing up and drying up in kitchen area and putting away crockery and cutlery 

· Washing all work surfaces in kitchen area.

· Cleaning the microwave oven 

· Vacuuming all carpets twice a week.

· Washing all glass and wooden doors and handrails at least once a month.

· Washing skirtings, doors and other painted surfaces as requested
· Washing nosing on stair cases as necessary

· Assist in the cleaning of vacant rooms as requested
· Sweeping of external areas including car parking bays
Health and Safety

· Understand and able to apply Health and Safety procedures relevant to the job such as:

· manual handling; 

· safe use of machinery and/or equipment; 

· COSHH ;(Care of Substances Hazardous to Health)
· First Aid and Hygiene Practice;

· lone working procedures and responsibilities

Able to recognise and to deal with emergency situations
Equality

Ensure the effective implementation and adherence to Tuntum’s Equality and Diversity Policy.

To observe and comply with Tuntum’s Professional Boundaries policy.

Deals with all clients and work colleagues fairly regardless of race, colour, sex,   disability, age or religious belief under guidance from Senior Accommodation Officer

Teamwork

To work in close liaison with the Senior Accommodation Officer, including attendance at relevant meetings and training events. 

To be committed to self, team and service development and to work with the team to actively improve customer services.
To participate and contribute positively to the process of supervision and performance appraisal.

To participate in training in order to develop the skills necessary to provide the best service and to improve and maintain knowledge and skills.

To be able to attend some team meetings, supervisions and training days..

To provide cover for other cleaners at various sites 
General Responsibilities

· Ensure good time management at all times

· Assist and cover for colleagues when absent

· Communicate effectively with all employees

· Make viable recommendations to improve service and job performance

· Adhere to the organisations policies and procedures

· To follow team procedures

· Ensure the working environment is tidy at all times

· To maintain Health & Safety standards

· Be aware of and follow the Fire Procedures

· Be aware of risks posed by lone working 

· Be willing to attend working parties/consultative groups

· Complete any other duty delegated by your line manager

DISCLAIMER

This job description is current as at April 2016. It details the major aspects associated with the post. It is not intended to cover every single feature of the role in minute detail. The successful applicant should be aware that the nature of our jobs and roles develops over time and that in your day-to-day work you are expected to undertake any reasonable duty as requested by your line manager, or in their absence, a senior officer of the Association.

Over time, if you consider that your role is significantly different to that which is outlined in this document; you are encouraged to discuss this with your line manager and agree a revised job description.
TUNTUM HOUSING ASSOCIATION

PERSON SPECIFICATION 

JOB:  Cleaner 
	EXPERIENCE (essential)
	EXPERIENCE (desirable)

	· Cleaning of residential premises Managing own workload

· Working with minimum supervision
	· Cleaning of Office Premises




KNOWLEDGE AND SKILLS

· Able to carry out cleaning tasks as listed in the job description 
· Good interpersonal skills

· Awareness of Basic Health and Safety and COSHH regulations 
· Knowledge that is usually acquired based on “on the job training”, but often requiring some attendance of formal courses e.g. certificate in First Aid, safe operation of equipment, etc.
ABILITIES
· Able to maintain good relations with both residents and staff

· Able to work on own initiative and as part of a team

· Able to present a positive image of the Association
· Good communication skills

· Be able to lift and carry moderate weights
PERSONAL QUALITIES

· Honest, polite, reliable and courteous, and a self starter

· Able to keep calm in an emergency

· Good timekeeper 

· Awareness of need for confidentiality

· Flexibility 
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