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Clegwell & Hartleyburn Community Hub (CIO)

JOB DESCRIPTION
	

POST TITLE: Part-Time Cleaner - Clegwell & Hartleyburn Community Hub
GRADE: £5,503.68 pa
RESPONSIBLE TO: Community Development & Business Manager

AREAS OF RESPONSIBILITY
Responsible for the fabric of the Community Hubs. Whilst there is a division of labour, it is expected that both team members will be prepared to discharge the duties of the other colleague as and when deemed necessary by the Line Manager.

CLEANING DUTIES
Cleaning the designated areas of the Community Hubs in accordance with Clegwell & Hartleyburn Community Hubs cleaning specifications and ensuring these are maintained in a clean and hygienic condition, on a daily, weekly, or monthly basis as instructed by the Line Manager. This area may be changed, dependant on the needs of the hubs.

Key Tasks of the Post:
You will be responsible for providing a high quality, responsive facility support service at Clegwell & Hartleyburn Community Hubs. You will:
As key holder, be responsible for opening and Closing up the Facilities in accordance with the opening up procedure, on occasions you may also be required to lock the building.
Cleaning Duties include:

· Ensuring all waste bins are emptied and refuse is removed and taken to the designated disposal point in order to ensure the site is clean and tidy and meets with health and safety requirements.
· Cleaning all furniture and fittings including ledges, pipe work and radiators, ensuring high standards of cleanliness and hygiene are met and maintained.
· Cleaning all sanitary fixtures and fittings in the toilets, ensuring all areas are maintained to the required standards of health and safety, reporting any damaged or broken facilities, or other maintenance issues to the Line Manager.
· Carrying out vacuuming in all carpeted areas ensuring correct use, carrying and storage of equipment.
· Cleaning all other floor areas appropriately i.e. sweeping, mopping, polishing etc, ensuring wet floor H&S hazard signs are used when required to ensure wellbeing of staff/pupils is maintained.
· Keeping appropriate light equipment, machinery and cleaning cupboards in a clean and hygienic condition.
· Reporting faulty equipment, machinery etc to the Line Manager.
· Checking windows and doors are free from damage and closed after cleaning has been carried out to ensure the facilities are locked and secured appropriately.
· Assisting in the whole building clean during centre closure as per the sites cleaning programme.
· Attending any training courses relevant to the post, ensuring continuing, personal and professional development.
· Switch on all equipment in accordance with manufacturers recommendations.
· Presenting oneself as a role model to the community in speech, dress, behaviour and attitude.
· Undertaking any other duties that are commensurate with the post as directed by the Manager.
· Be responsible for reporting repairs to ensure the building remains operational and safe.
· Ensure that toilets and washing facilities are stocked with toiletries and paper towels. Ensuring that hand-drying facilities are in working order.
· Be required to fully understand the emergency evacuation procedures.
· Undertake all duties in line with relevant health and safety requirements and COSHH regulations.
· Protect the image and reputation of Clegwell & Hartleyburn Community Hubs portfolio by positively promoting and representing the Services provided.
· Be expected to attend, whenever reasonably practicable, occasional training or meetings when organised outside normal working hours.
· All employees have a responsibility to undertake training and development as required. They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

PROTECTIVE CLOTHING
Clothing provided by the Community Hub (i.e. overalls, rubber gloves etc.) must be worn for protection.  The laundering and repair of these items is the post holder’s responsibility.

Unless otherwise indicated, no part of this job profile should be construed as determining the amount of time spent on a particular duty or responsibility. 

This job profile will be the subject of regular review and any part of it may be amended as a result of such a review or at any time after consultation with the post-holder.

You will be entitled to sufficient training in order to ensure a clear understanding of these duties.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time. Variation may also occur to the duties and responsibilities without changing the general character of the post.

Reference: CHCH/PTC
Date: 15.06.20
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Clegwell & Hartleyburn Community Hub (CIO)

PERSON SPECIFICATION
POST TITLE:	Part Time Cleaner - Clegwell & Hartleyburn Hub (CIO)	
GRADE:	£5,503.68 pa
		
	
ESSENTIA
	
DESIRABLE
	
METHOD OF ASSESSMENT

	Educational Attainment
	· Basic Literacy and Numeracy skills.
· Willingness to participate in training essential to the post.
	· Experience of carrying out duties relevant to the post
	· Application form
· Interview
· References

	Work Experience
	· Cleaning experience in a work environment
(eg – school, community centre, hospital).
	· Experience of using floor cleaning machinery.
	· Application form
· Interview
· References

	Knowledge/
Skills/
Aptitudes

	· Good Communication skills
· Knowledge of security and Health & Safety Regulations.
· Knowledge of cleaning methods and products relevant to a centre.
	· Good organisation skills.
· Able to work under pressure.
· Ability to learn on the job.
· An understanding that the Community Hubs is central to and embedded in the life of the community.
	· Interview References

	Disposition






	· Flexible approach to work.
· Committed to the principles of equality and diversity.
· Ability to work on own initiative as well as part of a team.
· High standards and expectations.
· Ability to use initiative.
· Discretion & Confidentiality.
· Trustworthy, hardworking and good work ethic.
	· The ability to work unsupervised.
	· Interview
· References

	Circumstances



	· Able to work early mornings.
	· 
	· Interview
· References











PERSON SPECIFICATION


NOTES FOR GUIDANCE


The purpose of a person specification is to identify the attributes required by a candidate in order to perform the duties described in the job description.  It ranks criteria as essential (i.e. those without which the job cannot be performed adequately) and desirable (those which, although not essential could enhance job performance) and indicates how they will be assessed during the selection process.  A person specification should therefore not include criteria which cannot be tested in any way.  The criteria should be based solely on the genuine requirements of the job.

The following notes give examples of the kind of points which should be considered for inclusion under the five factors contained in the person specification and the possible means of assessment.  They are not intended to be exhaustive.  It should be emphasised that there may be some overlap between factors and that for some jobs there may be no essential or desirable criteria under a particular factor.


Educational Attainment

· Formal educational, technical and professional qualification (specify level and subject area) 
· Specific or specialist training
· Are the qualifications required for specific reasons which can be justified?

How this will be assessed:  application form, certificate of qualification, certificate of achievement/attendance, interview.

Work Experience

· What does the job need in the way of job-related experience, for example relevant, significant or substantial?
· Occupational or other experience including voluntary or non-job related
· Specify environment for example public sector (local authority housing department), type or main areas and level of responsibility/activity

How this will be assessed:  application form, interview, references.

Knowledge / Skills / Aptitudes

· Knowledge of particular legislation/regulations/languages 
· General intelligence
· Manual dexterity
· Clerical speed and accuracy
· Verbal, numerical, mechanical, spatial aptitude

How this will be assessed:  interview, reference, occupational tests, intelligence tests.

Disposition

· Attitude and motivation
· Personality characteristics such as reliability, self-reliance, ability to work under pressure, creativity, attention to detail, ability to cope with routine tasks.

How this will be assessed:  interview, references, psychometric assessments, presentations. 

Circumstances

· Able/willing to travel/stay away from home
· Able to work overtime or unsocial hours
· Able to live in specified accommodation
· Full current driving licence or access to a means of mobility support (if disabled)  
· Specify physical demands for example heavy lifting – ensure these are not discriminatory.  

How this will be assessed:  application form, interview, medical check, CRB check.

We will use the information you give us to:
1. Do the tasks we need to for the job shown in the title of this form
1. Carry out any of our official business
1. Stop fraud or crime

Under the Data Protection Act 1998 Clegwell & Hartleyburn Community Hub (CIO) is the Data Controller (the holder, user and processor of data) for the information you have given us on the form.
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