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JOB DESCRIPTION

	1.	JOB DETAILS
	

		Job Title:
	Cleaner

		Location:
	(various)

		Team/Directorate:
	(various)

		Responsible To:
	Development Manager/ Housing Officer

		Responsible For:
	N/A

		Indirectly Responsible For:
	N/A




	2.	JOB PURPOSE
	



To undertake a range of cleaning duties to ensure that the development maintains an excellent level of cleanliness at all times providing a high level of customer satisfaction. 

	3.	KEY RESULT AREAS / PRINCIPAL DUTIES AND RESPONSIBILITIES



[bookmark: _Hlk157191373]3.1 	Main duties & responsibilities

· Cleaning of all communal areas within the building according to the rota set out for the cleaning duties to ensure a positive customer experience.
· Ensure entrance ways are clear of debris and free of hazards and add to the positive customer experience
· Cleaning toilets and guest accommodation including shower/bath areas to ensure a high-quality professional service for guests and assist in preparations of the room when vacant.
· Polish appropriate surfaces as set out in the rota across the development
· Clean office equipment and desks to ensure compliance with GDPR principles if having to move paperwork and folders. 
· Remove any waste as needed to bin area complying with local recycling requirements, ensure bin area remains clean and free from discarded items
· Undertake the washing, and ironing of guest room linen
· Ensure the laundry area is kept safe and free from hazards, all machines are kept clean and checked to be in working order with filters and drawers regularly inspected and machines are regularly disinfected to give a high level of customer satisfaction.
· Undertake any enhanced cleaning requested due to any health-related outbreaks.
· Monitor the stock levels of all cleaning products, checking to ensure compliance with H&S requirements
· Comply with H&S regulations in use of all cleaning products and updating of cleaning products manual. 
· Ensure any apparatus i.e. hoovers used have no visible hazards and are safe and compliant and inspected via an annual testing regime.
· Ensure that areas remain risk free, reporting any defects or trip hazards to line manager for appropriate action
· Assist tenants and customers when required or directed by line manager
· Complete E Learning 

3.2 	Key Relationships – Internal & External

Internal

	Sheltered Housing/ Development Manager Housing officer and other Hanover staff and our customers

External

	Visitors to the development and families of customers.

3.3	Health & Safety
· Ensure that Health and Safety guidelines and fire regulations are strictly adhered to.
· Comply with safe working practices as defined by Hanover.
· Complete online training as and when required.
· Take reasonable care for your health and safety and that of others who may be affected by acts or omissions at work.
· Report any accidents, incidents or near misses as soon as reasonably practicable
· Awareness of COSHH regulations in terms of cleaning products
3.4 	General

· Be aware of and always adhere to Hanover’s policies and procedures.
· Take part in performance reviews and one-to-one meetings with your manager throughout the year.
· Cooperate with other Hanover departments to achieve good outcomes for our customers, colleagues, and contractors.
· Attend training courses and complete online training modules as required to meet the requirements of the post.
· Take responsibility for own personal development, seeking out opportunities to learn new skills.
· Undertake any other duties as requested by management which are reasonably deemed to be within the scope of the role or necessary for the smooth running of the business.
· Be an ambassador of Hanover’s values and behaviours at all times and demonstrate high levels of integrity in the course of your duties.



3.5 		Other

· Always apply Hanover’s values and behaviours to every aspect of the role
· Protect and enhance the interests and reputation of Hanover internally and externally. 
· Act as a role model and always treat colleagues and customers with integrity and respect.
· Comply with Hanover’s Code of Conduct.
· To assist and share knowledge with colleagues
· To undertake any other job-related tasks requested by the Sheltered housing manager or Housing officer.
· To operate within their relevant SBU (strategic business unit) guidelines.
· This is a general job description in that the hours and days of work will vary depending on type of development and will be confirmed by each individual's contractual agreement.


CLEANER
Person Specification
	
CRITERIA

	
ESSENTIAL
	
DESIRABLE

	Qualifications and specific training
	Good level of literacy and numeracy

	

	Experience
	Experience of cleaning in a domestic of workplace setting

	

	Knowledge
	Knowledge of health and safety working practices

	

	Skills
	Ability to maintain a high level of cleanliness and hygiene within the development.

Ability to work to a rota

Ability to work on own initiative and within a team when required.

Basic IT skills to be able to undertake computer access and programmes to access training and personal data and send email

	

	Personal attributes
	Able to relate to older people and their needs and recognise their right to live an independent life.

Ability to communicate easily with people at all levels.

Ability to identify health and safety concerns.

	

	Additional requirements
	Must have a flexible approach to work.

Must abide by Hanover’s equal opportunities policy.

	 



Job Description and Person Specification Agreement:
The above job description is not exhaustive but an indication of the duties the post holder may undertake and will be subject to review.
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