	JOB DESCRIPTION & PERSON SPECIFICATION  (JDPS)                           



	Job Title:  

	Public Convenience Attendant

	Job Evaluation         Reference Number:  
	AA3175



	Service:


	Development & Infrastructure
	Grade:


	LGE 2

	Department/Section:


	Roads & Amenity
	Location:
	Variable

	Line Manager (post):

	Amenity Services Supervisor

	Date JDPS was created / last reviewed / amended:
	May 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 undertake the cleaning of specified facilities to ensure that they are kept in a clean and hygienic condition.

	Scope / Dimensions:  
Line management / staffing responsibility N/A
Budgetary responsibility: N/A


	Job Description:  Main Outcomes required  


	1.
	Service delivery:  
Assist the Amenity Services Supervisor to ensure that high quality services and best value are delivered to service users by ensuring that all agreed plans are implemented efficiently and effectively.  

The post holder will be required to undertake the duties below to ensure they are maintained to a safe and appropriate standard;
· Cleaning of internal toilet areas.  This will involve sweeping, washing, emptying litter bins, polishing and suiting using the appropriate equipment.
· Cleaning and washing includes the use of all approved cleaning agents.
· Routine maintenance and Handyperson duties.  Which will include carrying out main and first-line (up to 60amp) fuses, examination of ball cocks and water fittings, inspection of cleaning equipment to ensure safe operation.
· Reporting repairs.
· Receiving of goods and restocking on a daily basis.
· Key holder responsibilities. This will include ensuring the security of the Building and responding to fire and burglar alarms.
· Cash handling.

	2. 
	Performance management:  
Support the Amenity Services Supervisor to ensure that appropriate quality, performance and bench marking criteria are developed and applied as a means of managing and monitoring the team’s performance


	3.
	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.
Ensure the of use of selected cleaning chemicals are carried out to manufacturer’s instructions.


	4.
	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  


	E.1
D.1


	

	Experience



	E.1

D.1


	Ability to deal with the public in a friendly, understanding and yet efficient manner
Use of cleaning equipment and products

	Specific job-related knowledge  


	E.1

D.1


	Familiar with approved cleaning products and safe use.
Aware of Health and Safety needs eg COSHH assessments


	Any additional job-related requirements   



	E.1

D.1
D.2
	Eligibility to work within the UK
Capable of calculating dilution rates for products.
Driving Licence



	Competencies 

	E.1

	Level 1

Personal Qualities (Competencies) that are essential at recruitment stage:
An ability to communicate effectively with members of the public.



v.1 Public Convenience Attendant LGE2 May 2015 
Page 2

