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Jo
b

 P
u

rp
o

se 
T

o ensure the site is kept clean and fit for purpose at all tim
es by m

aintaining cleaning and janitorial duties onsite. T
o supervise onsite cleaning staff 

and m
anage all day to day operations of the

 cleaning service.  
 K

ey R
esp

o
n

sib
ilities 

 x 
T

o w
ork to defined cleaning processes, using allocated chem

icals 
and pow

ered equipm
ent to ensure

 building cleaning specification is 
m

et.  
x 

T
o m

aintain the security of the prem
ises and its contents at all tim

es. 
T

his includes attending site in em
ergencies and carrying out 

necessary duties to ensure site rem
ains fit for purpose and secure. 

x 
T

o m
anage specific janitorial duties (both w

ithin the building and 
outside) including ensuring heating system

 and building tem
perature 

is m
aintained, site is kept clean and tidy and safe for use throughout 

the year. 
x 

T
o carry out porter duties as and w

hen required by the 
establishm

ent. 
x 

T
o provide a letting service, opening and securing the site after 

norm
al hours and attending to the requirem

ents of the hirer. 
x 

T
o effectively m

anage the cleaning service and operatives including 
processing tim

esheets, holidays requests, sickness absence
s, 

ordering and replacing consum
ables etc. 

     

K
ey A

cco
u

n
tab

ilities 
 x 

T
o be responsible for m

aintaining cleaning standards on site (w
ith 

assistance from
 the cleaning operatives), in line w

ith site 
requirem

ents. 
x 

T
o be responsible for the security of the site, locking and unlocking 

buildings as required. 
x 

T
o ensure com

pliance w
ith C

rim
inal R

ecord B
ureau (C

R
B

) 
requirem

ents and safer w
orking practices for the onsite cleaning 

team
. 
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m
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olicy. 
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T
his job description indicates the m

ain areas of activity for this post. 
F

rom
 tim

e to tim
e, how

ever, other tasks/duties m
ay be required

 but 
these w

ill fall w
ithin the general area of responsibility and grade of 

the post. A
ny changes of a perm

anen
t nature w

ill, follow
ing 

consultation w
ith the em

ployee, be included in the job description in 
specific term

s and re-issued to you. 
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S
 certificate in building cleaning. 

x 
N

um
erate. 

x 
Literate. 

x 
K

now
ledge or understanding of basic cleaning techniques. 
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m
itm

ent to excellent custom
er care. 

x 
W

orks efficiently and effectively and actively looks for w
ays of 

im
proving services and outcom

es for custom
e

rs. 
x 

W
orks w

ell w
ith colleagues but also able to w

ork on their ow
n 

initiative. 
x 

H
as a friendly and helpful disposition, w

ith the ability to com
m

unicate 
at all levels and stay calm

 under pressure. 
x 

Is flexible in their approach, w
ith a w

illingness to w
ork outside norm

al 
hours w

hen required. 
x 

Is com
petent w

ith D
IY

 tasks and has the ability to m
ake secure 

em
ergency repairs as and w

hen needed. 
x 
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custom
ers and staff and also treating all w

ith respect and 
consideration. 

E
xp

erien
ce 

 x 
E

xperience in the supervision of staff, including staff training
, along 

w
ith ability to lead and m

otivate a team
. 

x 
0
LQ
LP
X
P
�R
I��
�\
H
D
U¶V
�contract cleaning experience, including 

know
ledge of basic cleaning m

ethods. 
x 

E
xperience in use of cleaning equipm

ent, including floor m
aintenance 

m
achines and industrial vacuum

 cleaners. 
x 

E
xperience in prem

ises security. 
x 

E
xperience in adm

inistration, including stock control and ordering. 
 R

o
le D

im
en

sio
n

s 
 x 

R
esponsible for overseeing and m

aintaining cleaning standards on a specific site. 
x 

A
ssisting in ordering and m

aintaining stock of cleaning m
aterials, to pre-determ

ined levels.  
x 

S
upervising onsite cleaning team

 of betw
een 1 and 8 em

ployees, depending on the size of the site. 
x 

F
inancial responsibility ± none. 

 


