JOB






COATBRIDGE
DESCRIPTION



COLLEGE
Job Title:
Cleaning Supervisor

Grade: Fixed Point 15 pro rata

Location:
Facilities







Responsible to:
Faculty Director
Reports to:
Facilities Management Coordinator
	OVERALL PURPOSE:  To ensure the provision of a quality cleaning service throughout the College, maintaining high standards of internal appearance.


	STAFF RESPONSIBILITIES: Cleaning Staff

	


	SPECIFIC RESPONSIBILITIES:

Staffing Supervision

· To ensure the smooth and efficient provision of cleaning services, with necessary regard to current legislation, ensuring cleaning staff are deployed effectively across the College on a daily basis 

· To participate in the recruitment and selection of staff

· To ensure all cleaning staff are fully trained in College policies and procedures, recommending any training and development needs as required

· To keep up to date with current legislation, enforcing where necessary and ensuring all staff are conversant with and apply Health and Safety regulations and procedures

· To deal with informal disciplinary/grievance issues as necessary

· To ensure stock levels are maintained and orders completed where necessary

· To ensure machinery/equipment used is maintained to a safe and efficient standard

· To complete all necessary paperwork as required, ensuring that accurate records are maintained and returns provided to department (e.g. finance/Human Resources) as required
· To liaise with line manager regarding special requirements as necessary

· To undertake training in the use of equipment/machinery

· To participate and assist with staff training to support others in their development, in particular newly appointed staff

· To motivate staff in all aspects of their duties and responsibilities
· To undertake Staff Development Reviews for staff within this remit
· To implement cleaning schedules throughout the College
· To liaise with Facilities staff on a daily basis
Cleaning

· General cleaning duties including:

· Sweeping and mopping

· Scrubbing and buffing with machine

· Cleaning toilet areas

· Vacuuming carpets

· Uplifting and disposing of litter

· Dusting

· Cleaning shower areas (trained in use of power spray)

· Cleaning telephone

· Cleaning computers

· Glass cleaning

The above will be undertaken across all areas of the College including classes, practical rooms and workrooms.

· The post holder will undertake a Staff Development Review on an annual basis with their line manager.  This will be the main opportunity for discussion to take place in relation to the job description, individual objectives and progress against these, and the appropriate staff development and training that will be necessary to allow the post holder to perform effectively in the post
· To undertake such duties and responsibilities as allocated by the Principal and/or his representative
· The jobholder is required to take reasonable care for the safety and health of themselves and others who may be affected by their acts; and to coordinate with management in the promotion and maintenance of health and safety measures.
The above list is not exhaustive and is only indicative of the duties and responsibilities of the postholder.  Job descriptions may be reviewed and amended in order to meet changing organisational needs and objectives.
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COATBRIDGE
SPECIFICATION



COLLEGE
Job Title:
Cleaning Supervisor

Grade: Fixed Point 15 pro rata

Location:
Facilities







Responsible to:
Faculty Director
Reports to:
Facilities Management Coordinator


Essential:



Desirable:

	Qualifications


	N/A


	British Institute of Cleaning Science (BICS) Supervisory Certificate or N/SVQ Management or equivalent.

	Work experience


	Significant industrial/ commercial cleaning experience.
Experience of a team approach to work.
Experience gained within a supervisory position.
Sound knowledge of Health and Safety at Work requirements within the context of this position including COSHH.

Knowledge of cleaning products and associated COSHH requirements.
Experience of using mechanical industrial cleaning equipment e.g. buffers, vacuum cleaners, etc.
Understanding of cleaning schedules.
	Ability to act as a trainer/assessor for the BICS Cleaning Operatives.
Proficiency Certificate or to act as an assessor/verifier for SVQ Level 1 and 2 in cleaning and support services.

	Special Aptitudes


	Sound team leadership skills with an ability to lead, influence and motivate others.
Ability to maintain an up to date awareness of and changes in professional working practices and to anticipate the challenges and opportunities they represent.
Willingness to undertake continuous professional development.
Experience of developing and implementing effective procedures.
An ability to contribute positively and effectively to the ongoing development of College operational targets in this area.
Commitment to operating quality systems and procedures.
Demonstrates effective customer care skills and is approachable, adaptable and tactful in their approach.
Confident, positive, enthusiastic, resilient, flexible and committed to a proactive approach.

The ability to manage resources in a highly effective and efficient manner.
Ability to build effective relationships.

Sound communication (written and verbal) and interpersonal skills, with the ability to persuade and motivate colleagues.
Able to work on own initiative and prioritise own and other’s workloads efficiently.
Resilience and stamina to sustain a high quality performance.
Self motivated to achieve goals and to set high standards of performance for self and others.
Proven track record of thinking innovatively and of the ability to generate ideas/solutions.
Sound organisational and planning skills.
	

	Interests


	Committed to delivering a quality approach to maintaining internal College appearance.
	

	Disposition/

Attitude


	Conscientious, reliable and able to provide flexibility in an environment of change.
Flexible approach to shift work.
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