	 [image: image2.jpg]



[image: image1.wmf]

	
CITY of SHEFFIELD

JOB DESCRIPTION


	DIRECTORATE
	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE

	SERVICE AREA
	KING EDWARD VII SCHOOL

	POST TITLE


	Cleaning Supervisor

	ROLE PROFILE
	EO2A

	SALARY RANGE


	Grade 3 (Scale points 5 to 6)

	RESPONSIBLE TO


	Facilities Manager

	RESPONSIBLE FOR
	Cleaning Staff

	PURPOSE OF JOB
	To provide on site supervision to a team of cleaners to ensure and efficient and effective service with specification requirements.
To assist with cleaning as required

To provide short term sickness relief for cleaners



JOB DESCRIPTION FOR POST OF: Cleaning Supervisor 

SPECIFIC DUTIES AND RESPONSIBILITIES

The post-holder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002 and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.
Organising, managing and leading staff
· Supervise on site cleaners in order to deliver an effective and efficient service, within the specification

· Supervising cleaning staff on a day to day basis and ensuring that cleaning duties are carried out throughout the School in an effective and efficient way to meet required schedules

· Deploy cleaners across the site to clean specific areas

· To check, order and control cleaning materials and associated machinery

· To monitor cleaners’ time sheets, work quality and output

· Monitor and provide reports on cleaning standards and follow up

· Audit the work of the cleaning staff on a regular basis, record findings and report to the Facilities Manager
· Support the Facilities Manager with return to work interviews for cleaning staff following the specified format

· Support the Facilities Manager with annual personal performance reviews for the cleaning staff following the specified format

· Assist with cleaning when required and ensure all cleaning areas are suitably covered in the event of staff absences

· Supervise staff returning to work after absences and completing required return to work forms

· Plan cleaning rotas for School holidays

· Plan, supervise, and participate in deep cleaning schedules during the School holidays

· To assist in the planning of cleaners’ allocation of work areas

· Impart skills and knowledge to other colleagues as appropriate

· Training the cleaning staff to provide the highest possible standard of cleaning in all areas of the School

· Responsible for covering the cleaning areas of team members if this is required due to staff absence or changing priorities within the School, setting an example to the team by cleaning to the highest standards

Health and safety
· Assist in ensuring correct health and safety procedures and COSHH Regulations are followed and complete and update appropriate documentation

· Ensure that cleaners adhere to the School policies and legislation regarding cleaning, hygiene and health and safety
· Supervise and control usage and carry out routine stock checks

· Provide induction training and continual guidance to familiarise cleaners with agreed procedures and working practices
· To undertake emergency cleaning and other occasional cleaning as specified, during normal hours after ill students, floods or additional cleaning in toilet areas

· Communicating to the Facilities Manager on any issues arising within the School

Materials and facilities

· Assisting the Facilities Manager in developing cleaning programmes throughout the School

· Issuing cleaning supplies throughout the School 

· Submit any orders for additional supplies to the Facilities Manager when required

Any other duties and responsibilities appropriate to the grade and role

All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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