

	Office Cleaner



	Service Area:
	Operations

	Reports To:
	Facilities or Cleaning Supervisor

	Responsible For: 
	N/A

	Scale:
	1




Overall Job Purpose:
To undertake the cleaning of office accommodation, to ensure that they are kept in a clean and hygienic condition.


Main Duties and Responsibilities:
(This list contains the main duties and responsibilities of the post holder but it is not an exhaustive list)

1. Cleaning of all offices, toilets and communal areas.  Cleaning, washing, sweeping and vacuum cleaning.  Polishing, dusting and emptying of litter bins, including communal toilets and other fixtures and fittings.  Using where necessary both powered and unpowered equipment.
2. Follow laid down procedures for the office cleaning.
3. [bookmark: _Hlk212046328]Order cleaning materials through the Facilities or Cleaning Supervisor.
4. Maintain accurate stock control.
5. [bookmark: _Hlk212046380]Be responsible in the first instance to the Facilities or Cleaning Supervisor for cleaning standards.
6. Report any defects of cleaning equipment to the Facilities or Cleaning Supervisor.
7. Ensure safety of staff and visitors when cleaning communal areas.
8. Follow health and safety procedures.
9. Promote customer care and quality performance.
10. Ensure security of the building when on duty.
11. Assist Facilities or Cleaning Supervisor with reasonable duties as required.
12. Cover for other cleaning staff to maintain service provision.
13. Undertake any reasonable allied duties as instructed in the context of the service responsibility and to work within the core values set by the council.
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Person Specification

The ideal candidate will be able to demonstrate the following skills, knowledge and experience
	Criteria
	Skills, Knowledge, Experience etc
	Essential / Desirable
	Method of Assessment

	Education / Qualifications
	Good standard of general education
	E
	Application

	Skills / Experience
	Dealing with the Public
	D
	Interview

	
	Experience in a similar capacity
	E
	Application

	
	Knowledge of General Health and Safety and COSHH regulations
	D
	Application/Interview

	
	Able to work alone
	E
	Interview

	
	Able to work without close supervision
	E
	Interview

	
	Customer care skills
	E
	Interview

	
	Able to work flexibly 
	E
	Interview

	Miscellaneous
	A uniform is supplied and must be worn
	E
	Interview

	
	Salary scale is inclusive of evening working
	E
	Interview
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