	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Janitor/Cleaner
	Job Evaluation         Reference Number:  
	AA3212

	Service:


	Facility Services
	Grade:


	LGE 3

	Department/Section:


	Customer Services
	Location:
	Variable as required

	Line Manager (post):

	Regional Manager 

	Date JDPS was created / last reviewed / amended:
	March 2015

	Version of JDPS: 


	v.1

	This JDPS should be read in conjunction with:


	1. Core Training Requirements 
2. Service plan/team plan 
3. Argyll & Bute Council Competency Framework  
4. Managers guide to recruitment 
5. Job Evaluation process 


	Job Summary:   
To deliver an integrated cleaning and janitorial service to the building as directed by the client and/or Regional Manager, and thereby ensure the cleanliness, safety, security and fire safety of the building during working hours, acting as the responsible person for fire safety and provide key holding for the activation of fire/burglar alarms or police call (out of hours). 


	Scope / Dimensions:  
N/A



	Job Description:  Main Outcomes required  


	1.
	Planning:  
Support the Regional Manager to plan how to deliver services effectively and efficiently to service users, by:

1. Ensuring that all fire bell and safety tests are carried out as per the schedule and as agreed with the client.


	1.
	Service Delivery - Cleaning:

Ensure that high quality cleaning services and best value are delivered to service users by: 
1. Ensuring that the building is cleaned in accordance with the cleaning specification, This may include: cleaning (including WCs, fixtures and fittings), washing, sweeping, vacuum cleaning, emptying of litter bins, polishing, dusting using where appropriate, powered equipment.
2. Safe use of supplied cleaning materials according to the usage instructions and making use of suitable PPE. 

3. Completing simple paperwork (e.g. stock take and stock ordering sheets) to ensure that cleaning supplies are sufficient.
4. Completing and submitting timesheets to ensure working hours are logged and any additional hours are processed for payment.

	2.
	Service Delivery – Janitorial:

Ensure that high quality janitorial services and best value are delivered to service users by: 
1. Under the direction of the head of establishment, being responsible for the security of the premises during working hours, act as key holder, respond to burglar/fire alarms and act as responsible person in case of fire.

2. Carrying out routine testing of fire alarm, burglar alarm and security lighting systems in accordance with manufacturer’s instructions.
3. Ensuring that fire regulations are applied during working hours, including ensuring that fire and other emergency equipment is regularly maintained, checked and deficiencies reported to the Property Service.

4. Carrying out basic handyperson duties including minor repair to fabric and furnishings including the inspection of appropriate cleaning and equipment.

5. Assisting user groups with accessing equipment; assist vulnerable user groups to set up rooms.

6. Reporting any property defects to Property Services

7. Keeping all hard & play areas, planted areas, paths and car parks immediately adjacent to the centre clear of litter. Maintain safe pedestrian access to the centre by salting and/or snow clearance.

8. Ensuring adequate ventilation and heat is available throughout the building.

	3.
	Quality:
Support Regional Manager to ensure standards are maintained, improvements developed and issues addressed in a timely manner, and in particular:
1. Ensure that all areas are cleaned to the required standard specified.

2. Carry out deep cleaning when required.

3. Respond to any customer issues and ensure these are resolved in a timely manner.

	4.
	Developing Working Relationships:
1. Ensure that good communications are maintained with the Regional Manager, any other cleaners and building users. 
2. Ensure that the monthly cleaning satisfaction report is completed by the client and that any issues are addressed and resolved, submitting this report on a monthly basis.



	5.
	Health & Safety:  
All employees must follow the Council’s health and safety policies, standards, systems and procedures and must follow any additional health and safety instructions required by their line management.  Employees who manage staff (and/or control workers from outside bodies) must ensure that they comply with the Council’s health and safety at work procedures and ensure that all workplace risks are assessed, suitable control measures are put in place and that these are communicated to the workforce in a way they understand.


	6.
	Other duties & responsibilities:  

Undertake other duties appropriate to this job and grade, and as required by the line manager and ensure appropriate outcomes are achieved.   


	Person Specification:  


	CRITERIA:     E = Essential              D = Desirable    


	Education and / or professional qualifications  


	D.1
	Relevant qualification in cleaning, Health & Safety, Manual Handling or COSHH


	Experience



	E.1

D.1
D.2

D.3
	Experience of cleaning in schools, offices or other commercial environment
Experience of janitorial or caretaking duties

Experience of key holding for commercial buildings

Experience of using commercial cleaning products



	Specific job-related knowledge  


	E.1

D.1
D.2
	Knowledge of Health and Safety compliance in relation to cleaning and hygiene

Knowledge of fire safety

Knowledge of security systems, and building safety


	Any additional job-related requirements   


	E.1
E.2
	Postholder is required to wear specified protective clothing.
PVG membership – required to gain this in relation to working with children.



	Competencies   


	E.1


	Level 1

	Personal Qualities (Competencies) that are essential at recruitment stage:



	E.1


	Good team worker who is able to work on own with minimum supervision
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