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Job Description


	Job title
	Cleaning Manager

	Team
	The post holder will be a member of the Estates Services team

	Reports to
	Estates Services Director

	Remuneration
	Band 4 range 9-11 of the NJC pay spine for Support Staff  

	Terms and conditions
	Operations staff 



Overall focus 
Work collectively with all colleagues to support HNC’s Vision and Mission and to embody HNC’s values and behaviours. 
 
Duties and responsibilities 
Your duties and responsibilities are detailed and you may also be required to undertake additional tasks, as may reasonably be expected and commensurate with the role, including evenings and Saturdays, in line with published calendar requirements. 

Line management and quality responsibilities 
· Line management of teams, in accordance with HNC policies and procedures
· Responsible for the self-assessment and quality improvement priorities for area of direct responsibility

Cleaning provision and standards
· Embed a culture of high performance and service excellence, and lead on the promotion of positive behaviours in College
· Provide positive and supportive team leadership and effective communication
· Responsible for the quality standards of the in-house cleaning team, ensuring that all cleaning duties are carried out throughout the College in an effective and efficient manner
· With the support of the College lead for CPD, ensure the effective training of the in-house cleaning team from induction through to changes in service delivery 
· Provide an initial point of contact for all staff in relation to cleaning queries and feedback
· Responsible for the cleaning of a small designated area to set an example of the highest standards to others
· Working with the Estates Services Director to assist in the management and drafting of cleaning shift patterns and in developing cleaning programmes
· Ensure shift patterns are adhered to and that cleaning rota’s are managed effectively, including the management of Extra Contracted Days (ECD’s)
· Planning, supervising and participating in deep clean schedules during College holidays
· Arrange cover for any planned or ad-hoc absences, liaising with external agency providers where appropriate
· Ensure that the in-house cleaning team adheres to all College policies and procedures, including Health and Safety requirements
· Responsible for the ordering and issue of cleaning supplies and controlling usage in line with guidelines developed



Day to day responsibilities
· Be responsible for the health and safety of stakeholders whilst they are on-site, including acting as a first line member of the First aid team, on a rota basis and serve as a Fire Marshall as needed.

Wider contribution to HNC 
· Operate at all times within College policies, procedures and protocols 
· Meet and embody all professional standards as applicable to role; Teaching, Operations, Managerial
· All staff must have a clear understanding of the following key policies; Staff Code of Conduct, Health and Safety, Safeguarding and IT Acceptable and Safe Use and Equal Opportunities
· Encourage positive student behaviour to ensure a harmonious and safe environment 
· Proactively engage in professional development
· Understand the College’s mental health support initiatives, signposting students and colleagues where appropriate




















	Person Specification

	Essential Criteria
	Desirable Criteria
	Method of assessment

	Education and qualifications

	Must have gained 5 GCSE Passes (A to C or 9 to 4) including English and Maths
	First Aid qualification or willingness to work towards as part of the College Professional Development programme
	Application

	Relevant cleaning standards qualifications
	Educated to level 3 (A level or equivalent)
	Application

	
	Relevant health & safety qualifications (IOSH, COSHH, NEBOSH)
	Application

	
	Fire Awareness qualification
	Application

	Experience

	Previous experience in a similar role
	
	Application
Assessment Centre

	Experience of using IT programmes such as Word, Email, etc.
	
	Application
Assessment Centre

	Skills and knowledge

	Strong team building skills with the ability to work as a strong team member to provide a seamless, customer focussed service
	Basic knowledge of First Aid, Health and Safety and Fire procedures
	Assessment Centre

	Strong leadership skills, and the ability to drive change
	
	Assessment Centre

	Ability to communicate effectively to a range of audiences (internal and external) through good inter-personal, written, oral and presentation skills 
	
	Assessment Centre

	Ability to manage own time and prioritise work
	
	Assessment Centre

	Personal qualities

	Commitment to HNC vision, mission, values and culture 
	
	Assessment Centre

	Commitment to demonstrating a responsibility for safeguarding and promoting the welfare of young people
	
	Assessment Centre
References
Enhanced DBS Clearance

	Reliability and integrity
	
	Assessment Centre

	Initiative and ability to prioritise workload and that of others to meet deadlines when under pressure
	
	Assessment Centre

	Efficient in organisation

	
	Assessment Centre

	A proactive commitment to work, including the ability to respond flexibly and creatively to new challenges and opportunities
	
	Assessment Centre
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